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WELCOME

WELCOME FROM THE ADMINISTRATOR

Dear Parents/Guardians,
We are privileged to provide an excellent Christ-centered education to families in Ankeny and
surrounding areas. We believe that you as parents/guardians are responsible before God to educate
your children. It is a monumental task that works best when home, church, and school labor together
with a common goal to “train a child in the way he should go, and when he is old he will not turn from
it.” (Proverbs 22:6) ACA uses curriculum that is academically rigorous and relevant for learners and
integrates a biblical worldview into all subject matter.
Our limited class size allows our caring Iowa certified teachers to give individual attention to each
student. Teachers pray for their pupils and get to know them on a personal basis. Our teachers have
been carefully chosen and are people who are passionate about the Lord and imparting His knowledge
through Biblical truth. Ankeny Christian Academy educators are certified in their subject area by the
state of Iowa Department of Education. They are committed individuals who teach with the lens of a
biblical worldview. Our comprehensive program includes athletics, fine arts, music, and student
government along with other extra-curricular activities to help create an excellent education.
ACA and its students are having a dynamic impact on people far beyond the Ankeny city limits. As the
school continues, it will be exciting to see the affect our students will have on our state, country, and
even our world. At ACA students learn how to become the responsible, trustworthy people God has
intended them to be, using their many abilities, talents, and gifts to further His kingdom. ACA continues
to stand for high academic achievement, Christian character, love of country, biblical morality, and
discipline with love.
Those of us involved in this ministry are excited to have the opportunity to have you learn more about
what God is doing at Ankeny Christian Academy. Please read this newest version of our Parent Student
Handbook.
Thank you for your commitment to Ankeny Christian Academy.
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INTRODUCTION

PURPOSE OF THIS HANDBOOK
This handbook has been developed for both the students and their parents/guardians. Every effort has
been made to summarize school regulations so that students and parents/guardians will have a basic
understanding of our expectations. Each student is accountable for the handbook’s content. More
details can be found in the School Board Policies located on our website at
www.ankenychristianacademy.org in the “Parents and Students” section. The school board reserves the
right to change, eliminate, or revise all school policy as well as the statements set in the handbook. This
may be done at any time that is considered necessary with the exception of by-law changes which must
be voted on by association members.

DEFINITIONS
In this handbook, the word “parent” also means “guardian.” The term “school activities” means all
school activities in which students are involved, whether they are school-sponsored or school-approved,
whether they are an event or an activity, or whether they are held on or off the school campus.

HISTORY OF THE SCHOOL
The Beginning
Ankeny Christian Academy began in February of 1992 when a small group of concerned parents started
praying about their children's education. With a $500.00 donation and a lot of faith they started looking
for a building and staff.
God led these parents to open a Christian school in Ankeny. In August of 1993, meeting in a church,
Ankeny Christian Academy opened with 27 students and 3 teachers in grades K through 6th. Since then
the school has rented rooms in several churches and a remodeled warehouse office building. ACA
started the junior high and high school sports program that included girls’ volleyball and boys’ and girls’
basketball in the fall of 1996. We continued to add grades and we had our first graduating class in the
year 2000. In the spring of 2000, God provided a facility for us to purchase.
Accreditation
At the February 6, 2008 State Board of Education meeting, the request was approved to grant specially
accredited status to Ankeny Christian Academy for grades 7-12. On September 9, 2009, the State Board
of Education granted Ankeny Christian Academy request for general accreditation status for grades K-6.
Ankeny Christian Academy is working toward their accreditation visit from the Association of Christian
Schools International.
Today
Ankeny Christian Academy is now a Preschool 3 to 12th grade independent non-denominational
Christian school. ACA provides an excellent academic education integrated with a Christian view of God
and the world. We are a College-Preparatory school accredited by the State of Iowa. ACA is an
Association of Christian School International member school.

MISSION STATEMENT
“Building Christian Character for Tomorrow’s Leaders.”
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VISION STATEMENT
"The vision of Ankeny Christian Academy is that our students will attain an excellent Christ-centered
education that will lead them to live both morally and ethically. This will successfully prepare our
students to live, work, and raise their families according to the standards of Christ as they assume their
adult roles in society and carry out the principles of the Great Commission."
“Train up a child in the way he should go; even when he is old he will not depart from it.” (Proverbs
22:6) The mandate for Christian education comes from God, directing His people to teach their children
diligently the laws of the Lord (Deuteronomy 6:7). The Christian school acts as an extension of the family
and of the church to help families bring up their children in the "discipline and instruction of the Lord,"
as God has directed in Ephesians 6:4.
Each ACA student must come from a home where at least one parent or guardian is a professing bornagain Christian.
Ankeny Christian Academy is a preschool through 12th grade independent non-denominational Christian
school accredited by the Iowa Department of Education. ACA provides a college-preparatory education
integrated with a Christian view of God and the world. Each state certified teacher is a carefully selected
Christian who loves the Lord and considers teaching a ministry, not merely a job.

STATEMENT OF FAITH
We believe in the Scriptures of the Old and New Testaments as inspired of God and inerrant in the
original writings and that they are of supreme and final authority in faith and life. (II Timothy 3:16, II
Peter 1:21)
We believe in the Triune God; Father, Son, Holy Spirit. He is the omnipotent, omniscient and
omnipresent God who is sovereign over all. His sovereignty is seen in acts of creation, salvation, and
continual care. (I John 5:7, Psalm 2:7-8, Psalm 110:1)
We believe in the deity of Jesus Christ, His virgin birth, sinless life, miracles, atonement for our sins by
His blood sacrifice, His bodily resurrection, ascension, and His personal return in power and glory. (Isaiah
7:14, John 1:1, John 1:14, John 8:58, II Corinthians 5:21, Titus 2:13)
We believe in God the Holy Spirit who acts in and through people's lives today. (I John 2:27, Romans
8:26, Romans 5:5, Romans 8:9)
We believe that man was created in the image of God; that he sinned and thereby incurred not only
physical death, but also spiritual death which is separation from God. (Genesis 1:27, Genesis 2:17,
Romans 5:12)
We believe that the Lord Jesus Christ died for our sins according to the Scriptures as a representative
and substitutive sacrifice, and that all who believe in Him are justified on the grounds of His shed blood
and resurrection. (II Corinthians 5:21)
We believe in the resurrection of the crucified body of the crucified Lord, His ascension into heaven, and
in His present life there for us, as High Priest and Advocate. (I Corinthians 15:4, Hebrews 4:14, I John 2:1)
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We believe that all who receive by faith the Lord Jesus Christ, are born again of the Holy Spirit and
thereby become children of God. (John 1:12, Acts 16:31, Acts 20:21, John 5:24)
We believe in the "Blessed Hope," the personal and imminent return of our Lord and Savior, Jesus
Christ. (Titus 2:13, Philippians 3:20)
We believe in the bodily resurrection of the just and of the unjust, in the everlasting joy of the saved,
and the everlasting conscious suffering of the lost. (John 5:28-29)

DOCTRINAL DISTINCTIVES STATEMENT
The statement of faith is a document that was developed by the founders of Ankeny Christian Academy
for the purpose of clarifying the beliefs by which this non-denominational association would agree
theologically. These truths are taught at ACA without apology or exception. There are many other
denominational teachings, traditions, practices and distinctives. The teachers, staff, administration and
anyone representing ACA will avoid taking a position on or influencing a student by sharing their
personal opinion or belief on such controversial theological or denominational topics, since they tend to
divide evangelical believers. A student is to be referred to the student’s parents and local church if a
debatable topic arises of a theological nature.
These topics include: Adult vs. Infant Baptism, Predestination, Speaking in Tongues, Divine Healing,
personal view point of Pre/Post/Mid-Tribulation Rapture, Women in Leadership/Ministry, and
Contemporary Prophetic or Apostolic Ministry. Other topics not included would need to be addressed
on an as need basis.

HANDBOOK OVERVIEW
This handbook is an extension of board policy and is a reflection of the goals and objectives of the school
board. Students are expected to comply with and abide by our school’s policies, rules, regulations, and
student handbook. Students who fail to abide by our school’s policies, rules, regulations, and student
handbook may be disciplined for their conduct. The school reserves and retains the right to modify,
eliminate, or establish school policies, rules, regulations and student handbook provisions as
circumstances warrant. Students are expected to know the contents of the handbook and comply with
it.
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ACADEMICS
ACADEMIC CONDUCT
Colossians 3:17 “And whatever you do, in word or deed, do everything in the name of the Lord
Jesus, giving thanks to God the Father through him.”
Colossians 3:23 “Whatever you do, work heartily, as for the Lord and not for men,”
2 Timothy 2:15 “Do your best to present yourself to God as one approved, a worker who has no need to
be ashamed, rightly handling the word of truth.”
At Ankeny Christian Academy we desire that each student strive to do their best for God’s glory.

COMMUNITY SERVICE – HIGH SCHOOL
The purpose of ACA’s community service hours is to develop in our students a sense of responsibility for
their community, demonstrated through a spirit of voluntarism and to live out the example of Jesus
Christ as the true servant. In order for service hours to be shown on a student’s transcript, the student
must fulfill 80 hours of community service during their high school career. These activities are on a
volunteer basis; anything for which the student receives remuneration is not considered community
service. No more than half of the service hours are allowed to be ACA service hours (10 hours a year).
These service hours should be outside the regular school day unless approved. Log sheets are available
each school year in the school office and on our website. Students are required to submit annual hours
of service to the main office. Students who earn at least 80 hours of community service are given a cord
to wear at commencement.

CURRICULUM OFFERINGS
ELEMENTARY (Begindergarten – 6th grade)
The elementary classes include Bible, English-language arts, reading, social studies, mathematics,
science, health, Spanish, physical education, vocal music, art, computer (beginning in 3rd grade), and
instrumental music (an option beginning in 5th grade).
JUNIOR HIGH (Grades 7 & 8)
The junior high classes include Bible, English-language arts, social studies, mathematics, science,
Spanish, physical education, vocal music, art, computer, life skills God’s way, and the option of
instrumental music.
HIGH SCHOOL (Grades 9 – 12)
Bible:
Bible 9, Bible 10, Bible 11, Bible 12
Credit: 1 each
English:
English 9, English 10, English 11, English 12
Credit: 1 each
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Composition, Journalism
Credit: 0.5 each
Math:
Consumer Math Part 2, Algebra 1, Geometry, Algebra 2, Pre-Calculus, Calculus, Algebra ½ Part 1,
Algebra ½ Part 2
Credit: 1 each
Consumer Math Part 1
Credit: 0.5
Science:
Physical Science, Biology, Chemistry, Chemistry in the Community, Physics
Credit: 1 each
Social Studies:
World Geography/Civics, United States History, World History
Credit: 1 each
American Government, Economics
Credit: 0.5 each
Computer:
Computer Applications and Multimedia, Web Design & Development, Technology Exploration
Credit: 0.5 each
Physical Education:
Physical Education, Health
Credit: 0.25 each
Foreign Language:
Spanish I, II, III, and IV
Credit: 1 each
Electives:
Accounting
Credit: 1
Art I, II, III, and IV; Art - Independent Study; Drama I and II; Theatre; Family Consumer Science I, II, and
III; Speech
Credit: 0.5 each
Yearbook
Credit: TBD
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Music:
Instrumental Music, Chapel Team, Mixed Chorus (Ensemble)
Credit: 0.5 each
Jazz Band, Percussion Ensemble, Advanced Acapella Chorus, Show Choir (Revelation), Music History,
Music Appreciation
Credit: TBD
Miscellaneous:
Driver’s Education
Credit: 0.5
DMACC Courses:
Credit: varies by class
Other:
Central Campus and Faith Baptist Bible College. Online classes from Cedarville University, Iowa Learning
Online, Grand Canyon University, and possibly others. All non-ACA classes must have pre-approval from
Administration and a signed form which is available in the office, and may have an additional tuition
charge.

DAILY SCHEDULE
Elementary Monday – Thursday:
7:30 – 7:55 a.m.
Student Arrival
8:00 a.m.
Classes Begin
10:45 a.m. – 12:00 p.m.
Lunches
3:20 p.m.
Begindergarten/Kindergarten Dismissal
3:30 p.m.
Dismissal
Elementary Friday:
1:30 p.m.
1:40 p.m.
Secondary Standard Schedule:
8:00-8:08
Homeroom
8:11- 8:57
1st Period
9:00 - 9:44
2nd Period
9:47 – 10:31
3rd Period
10:34 – 11:18 4th Period
11:21 – 12:05 5th Period
12:05 – 12:33 Lunch
12:33 – 1:17
6th Period
1:20 – 2:04
7th Period
2:07 – 2:51
8th Period
2:54 – 3:30
9th Period
9

Begindergarten/Kindergarten Dismissal
Dismissal
Wednesday Schedule:
8:00 – 8:08
Homeroom
8:11 – 8:50
1st Period
8:53 – 9:32
2nd Period
9:35 – 10:14
3rd Period
10:17 – 10:56 4th Period
10:59 – 11:48 Chapel
11:51 – 12:30 5th Period
12:30 – 1:01
Lunch
1:01 – 1:40
6th Period
1:43 – 2:22
7th Period
2:25 – 3:04
8th Period
3:07 – 3:30
9th Period

Friday Schedule:
8:00 – 8:08 Homeroom
8:11 – 8:47 1st Period
8:50 – 9:26 2nd Period
9:29 – 10:05 3rd Period
10:08 – 10:44 4th Period
10:47 – 11:22 5th Period
11:25 – 12:00 6th Period
12:00 – 12:28 Lunch
12:28 – 1:02 7th Period
1:05 – 1:40 8th Period
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FIELD TRIPS
Periodically classes take field trips for educational and/or ministry purposes. An informational sheet will
be provided to the parent including date, time, destination, cost, and type of transportation. A signed
permission slip and money for the field trip must be returned to the classroom teacher prior to the
event or the student will not be able to participate. Parents, in most cases, are welcome to assist in
chaperoning school field trips and should contact the classroom teacher if they wish to do so.
Sometimes the number of adults able to attend is limited by the field trip location. Parents are expected
to adhere to school dress code policies for these trips and leave younger siblings with a care provider.
Please note that drivers for these trips must fill out a form in order to transport students.

GRADING
The following system is the accepted grading scale of Ankeny Christian Academy effective starting the
2016-2017 school year:
A+
A
AB+
B
BC+
C
CD+
D
DF

98-100
93-97
90-92
88-89
83-87
80-82
78-79
73-77
70-72
68-69
63-67
60-62
59

4.33
4.00
3.67
3.33
3.00
2.67
2.33
2.00
1.67
1.33
1.00
0.67
Below 0.00

AP COURSES (Weighted Classes)
The GPA benefit is intended as an incentive for students to enroll in more difficult courses, while
allowing them to place less stress upon their GPA. If a student earns a “B” in an AP course, the GPA
calculation will not use the regular 3.0 but a 4.0, since they also earn the additional AP point. Likewise if
an ‘A’ is earned, a 5.0 will be used in the calculation. However, the letter grades displayed on report
cards will not be increased. That is to say a ‘B’ grade will still be shown as a ‘B’; and ‘A’ will remain an ‘A.’
College courses would need to be determined as an AP class by the administrator in order to receive a
weighted grade.
1 credit = One full year course work elective

GRADUATION REQUIREMENTS
HIGH SCHOOL (Grades 9-12)
Minimum Courses Requirements for Graduation:
Bible:
English:
10

4 credits/4 years (or 1 year for each year enrolled)
4 credits (English 9, English 10, English 11, English 12)
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Math:
History:
Science:
Physical Ed:
Computer Lit:
Health:
Electives:
Total Credits:

3 credits
3 credits (World History, US History, Government/Economics)
3 credits (Physical Science, Biology, Elective)
1 credit
0.5 credits
0.5 credits
5 credits
24

For our Special Accreditation in secondary, it is required that our seniors complete applications for
acceptance to an accredited four-year college/university before receiving their diploma. Copies of
acceptance letters are to be turned into the ACA office by early May, at least two weeks in advance of
graduation.

PART TIME STUDENT
Part time students who partner with ACA in grades Begindergarten-12th grade will be eligible to take
classes, and 7th-12th grade students will be eligible to participate in sports as well. ACA also partners with
secondary part time students for various activities such as science fair, speech meet, Math Olympics,
spring formal, etc. Enrollment requirements and applicable tuition and fees are required in order to
participate.
Part time students may attend and participate in ACA activities with a paid part time partnership fee.
Some activities have additional fees, which are standard for all ACA students (retreats, homecoming,
spring formal, etc.) The part time partnership fee is a separate fee from any athletic or academic fees.

HOMEWORK
Teachers assign homework as a reinforcement of classroom work. Students are expected to complete
homework on time.
Secondary students with late work receive a reduced grade as a result. The semester grade may be
reduced by as much as 10% because of late work. Due to extenuating circumstances, a written
explanation from the parent/guardian may be taken into consideration.
Any student carrying two or more late assignments in any class will be assigned an after-school
homework completion session. This will take place until the student’s assignments are current in each
class. If a work session is assigned, it will be served on the next school day. If the late work is completed
and turned in before the work session starts, the student will not need to attend the work session. The
student must provide written confirmation from the assigning teacher to the work session supervisor in
order to be excused from the assigned work session.

HONOR ROLL
There is an “A Honor Roll” and an “A/B Honor Roll.” Students must have all A’s or all A’s and B’s to be
included. Students must have at least a satisfactory mark (S) in all specials to be on the Honor Roll.
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INCOMPLETE WORK
An “I” designation for an incomplete is issued when a student has not completed assigned and/or
required work. A grade is not given until the work is completed. The incomplete work should be done
within the allowable time (one day for every day absent). If work is not completed during the allotted
time, the missing work will be given a zero grade and will be averaged accordingly. A student may also
be placed on academic probation for a period of time if low or failing grades persist.

MUSIC
The choice of music selections at ACA should represent the diversity of our Association while upholding
the foundational Christian principles in ACA’s By-Laws. It is the responsibility of the school administrator
to verify that the music and lyrics used at the school support the educational (Christian) mission of ACA.
It is ACA’s desire to help our students develop a personal relationship with the Lord Jesus Christ, through
the power of spiritual music. We also intend to use drama, multimedia technology, and a full range of
instrumentation. The choice of music for chapel, music programs, athletic events, school musicals, and
classrooms is intended to help students grow spiritually and to think and act as Christians.
ACA provides general music classes for Begindergarten-6th grades and a 7th-8th grade choir which
includes all students in those classes. Students in 5th and 6th grade have the opportunity to take
instrumental music lessons in beginner band. Students in 5th-12th grade, who play band instruments, can
participate in band solo or in small group performances. High school students may participate in vocal
ensemble, solo, and small group work. Students in 4th-6th grades may elect to participate in teacher led
chapel music; 7th-12th grade students may participate in chapel band. Interested secondary students
should fill out an application and submit it to the adult chapel sponsor. Band Lessons are required for 5th
– 12th grade. Pep band is required for 7th-12th grade concert band sutdents.

PARENT/TEACHER CONFERENCES
Parent-Teacher conferences, other than the conferences following the 1st & 3rd quarters, are normally
scheduled by appointment only between the teacher, the parent/guardian, and possibly the student if
there is a desire to conference.

PROBATION POLICY
All students new to ACA begin their enrollment on academic probation for one year. All students who
appear on the academic deficiency list for three (3) consecutive reporting periods (i.e. combination of
mid-term and end of the quarter) may be placed on academic probation. Students who exhibit
continued academic deficiencies will be recommended to the administrator/principal for conference
with parents and possible withdrawal from school.

RECORDS AND TRANSCRIPTS
Student record and/or transcript requests must be made in writing at least one business day, no less
than 24 hours, ahead of when they are needed. With appropriate authorization, a student’s records will
be forwarded as requested.
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RESOURCE
Students who have unique educational needs requiring special accommodations and/or services will be
served through a 504 Plan or a Student Success Plan. Two programs exist at ACA to meet student needs.
A resource program may assist a student who has the need for reteaching or multiple opportunities to
gain understanding of concepts or skills. The Omega Challenge Program helps to enrich and/or compact
the instruction, so high potential learners can advance at his/her pace. Although the school may not be
able to meet the special educational needs of all students, the staff will endeavor to work with parents
and educators to provide reasonable accommodations to meet the needs of identified students
whenever possible.

TESTING
Achievement tests are given each year to K-11th grade students. Other tests will be available
throughout the year for upper-level college bound students. ACA recommends that junior level students
take the ACT, and seniors may want to re-take the test to achieve their best possible score for greater
success toward college goals. Students register for the ACT at www.actstudent.org.

VALEDICTORIAN/SALUTATORIAN AND CLASS RANK
Valedictorian and Salutatorian are determined by grade point average (GPA). In a case of a tie,
Valedictorian and Salutatorian will be determined by calculating the percentage grade for the nonelective graduation required ACA core classes. One or more recipients for Valedictorian and or
Salutatorian may be awarded. Minimum cumulative grade percentage is 90%.
The student only qualifies for the Valedictorian and Salutatorian if they have been at Ankeny Christian
Academy for their final two years of high school with a minimum of 10 credits obtained from ACA.
Class Rank is determined by GPA. If there is more than one student with the same GPA, they will have
equal rank and those following will be subsequent (i.e. 3 students with a 4.0 all rank 1, the student with
a 3.99 would have a rank of 4).
Grades earned from all subjects in 9th-11th grade and through the first semester of 12th grade are used to
compute the student's rank in class.
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ATTENDANCE
ATTENDANCE PHILOSPHY
Students must attend all classes and study halls unless their absence is authorized. Regular and punctual
attendance at ACA is essential to the success of each student. It is the responsibility of students and
parents to respect attendance policies. Daily attendance is essential for successful completion of your
courses.

STUDENT ABSENCES AND TARDINESS
ACA students should be responsible for handling each absence or tardy. Below are the procedures the
student should follow:
• Secondary students missing up to 15 minutes of class will be considered tardy. After 15 minutes,
the student is considered absent.
• When coming tardy to school or returning after an absence, the student must go to the office
for an admit slip that will permit their admittance to class.
• When the student is tardy to a class, other than at the beginning of the day, they must have a
teacher pass or it is considered unexcused. If the student is late to class without a pass or
permission, they will need to go to the office for an admit slip, which is recorded as an
unexcused tardy.
• Students with scheduled daily release needs and home school students need to sign in and/or
out through the office daily.
• Students are not permitted to leave the school grounds without permission from their
parent/guardian and the office staff, and they should report to the office when leaving to sign
out.
Upon returning, the student needs to sign in and report to the office to obtain a pass to return
to class.
• After the fourth tardy within any one class during a quarter, a detention will result.
In the event of student absence, teachers will keep students informed through our online grading
system, so the student will know what they are missing during class time. Additional communication will
be given if necessary.
For elementary students, a student arriving late to school but before 9:20 a.m., is counted as tardy.
Elementary absences are recorded from class according to the following chart:
•
•

Arriving after 9:20 a.m. is counted as a 1/2 day absence
Leaving before 1:50 p.m. is counted as a 1/2 day absence

Secondary students (7th -12th grade) have their absences recorded according to the following chart:
•
•
14

Arriving late to homeroom or late to any class is counted as a tardy for each instance.
Missing more than 15 minutes per class is considered an absence. Attendance is taken at each
class period in 7th-12th grade.

ATTENDANCE

If a student is absent two days (Monday and Tuesday), then two full days are given to make up
homework (Wednesday and Thursday). The homework would be due in class upon arrival the following
day (Friday) unless other arrangements are made with the teacher. It is requested that a student
arrange for make-up work with individual teachers prior to leaving for an approved planned absence.
Please fill out a planned absence form if you plan to be absent for more than a day. These forms are
available in the office or on the website.
When a student misses eight (8) days in a semester, parents will be notified in writing unless the
administration is already aware of the reasoning behind the absences. At nine (9) absences a conference
will be held with the parents and administrator if there are concerns. At ten (10) absences parents are
required, if asked, to submit a written request for a waiver of this policy to the BOE. Failure to do so will
result in a loss of credit. (School activity absences do not count against a student’s record—i.e. field
trips, athletic, music or speech events.)
A student is not counted absent if missing class due to a scheduled music lesson, band, ensemble, field
trip, or special services at ACA or at a school in which he/she is dually enrolled.

EXCUSED ABSENCE
The following reasons may be identified as possible excused absences. The administrator or designee
may request documentation or verification for any of the following absences and may consider an
excess of absences (beyond a reasonable amount) as unexcused truant days:
• Personal illness
• A doctor’s appointment
• An emergency (example: flat tire, weather related problems, and all others as determined appropriate
by the administrator).
• Other preapproved activities by administrator (i.e. family outing, college visits, and other educational
opportunities).

UNEXCUSED ABSENCE
An unexcused absence occurs when a student is missing from school without parental/guardian
approval or for reasons the school deems as inappropriate. Secondary students missing more than 15
minutes of any class period will be considered absent from that class. The first day that a student
receives one or more unexcused absences will result in a detention for each class missed along with a
loss of credit on any assignments or tests for each period missed that day. The second day that a student
receives one or more unexcused absences will result in an in-school suspension. along with a loss of
credit on any assignments or tests for each period missed that day.

EXCESSIVE TARDINESS POLICY
1st – 3rd Grade:
Three unexcused tardies will be allowed per quarter without penalty. If students in 1st-3rd grade exceed
three tardies, the student will be required on the same day as the excessive tardy to go to an
opportunity room for 20 minutes during their lunch recess. Students in the opportunity room will work
on assignments missed due to the tardy or other incomplete work.
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4th – 12th Grade:
Three unexcused tardies will be allowed per quarter without penalty. If a student exceeds three, the
following consequences will be assigned:
• 4-7 tardies – one half-hour detention each
• 8+ tardies – one hour detention each
• Continued tardiness will be addressed with a conference involving administration and parents.

WITHDRAW POLICY
When students are withdrawing from school, a withdraw form must be turned into the office for an
administrator/principal signature. A withdraw notice will be sent to each of the student’s teachers.
Students must turn in all books and take care of any obligations. In-progress grades must be computed
for each student by the second Tuesday after withdrawal. Tuition is prorated on a daily basis, and
accounts are charged or refunded accordingly.
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BEHAVIOR STANDARDS
We strive to provide a Christ-like environment where students can learn in a positive and safe manner.
An effective discipline program is found when there is a strong level of support between the school and
the home.
The ultimate goal of our discipline program is to guide students to display a standard of behavior that
demonstrates Christ in their lives (Galatians 5:22, 23). We believe that biblical discipline involves
correction to train/teach rather than to punish. There are sometimes unpleasant consequences for
wrong choices that may be part of that training, and restoration and spiritual growth will be the positive
outcomes for those students who respond appropriately to biblical correction (Hebrews 12:11).
Students are expected to be helpful, friendly, respectful, obedient, and sportsmanlike.

Classroom Behavior Standards
• Talk, communicate, or leave seats only when given permission.
•
•
•
•
•
•
•
•
•
•
•
•

Students must not speak out or make a noise to get attention.
Keep an orderly, neat bin, desk, and/or table.
Students are encouraged to maintain correct posture. No sitting on desks or tables.
Failure to have equipment as required will be the same as not having assignments in on time.
Feet should be out of the aisle so as not to cause tripping.
Chairs must be kept flat on the floor at all times.
Save on school supplies. Don't waste.
Writing in textbooks is not allowed. All hardback textbooks are to be covered.
The classroom teacher will assess fines when necessary for lost or damaged textbooks.
Eating is allowed in the cafeteria only, except if it is an activity planned by the teacher.
Encourage respect for others' property (bins, pencil, boxes, etc. are entered only by owner
unless given permission).
Students may not lounge/lie on the floor unless permitted by the teacher.

Gym Behavior Standards
• No street shoes on the gym floor. Only non-marking gym shoes or socks are permitted (no bare
•
•
•
•
•
•
•
•
•
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feet).
No chairs are permitted on the playing floor.
Only cushion tipped chairs and tables are permitted on the gym floor tarp.
No food or drink is permitted during the school day.
No wheeled vehicles are permitted (tricycles, wagons, etc.).
Gum chewing is not allowed.
Hanging on the basketball rim is not permitted. No dunking is allowed.
Only indoor soccer balls may be kicked in the gym.
Do not put any tape on the floor or backboards.
Equipment should not be dragged across the floor
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•
•
•
•

When bleachers are closed, students are not allowed to climb on them.
Only adults are allowed to adjust the BB hoops.
Pull-up bar can only be used when there is a spotter.
Make sure lights are off and doors are locked at the end of the period. Gym usage outside of the
school day must be scheduled with the administrative assistant and must be well supervised.

Hallway Behavior Standards
• Students should walk in the hallways.
•
•
•

Students are to move safely and quietly through the hallways.
Respect for learning in classrooms must be shown.
Begindergarten-12th grade students must have a hall pass to be in the hall during class time.
Students may not interrupt classes to get hall passes from teachers.

Restroom Behavior Standards
• Wait quietly to use the restroom.
•
•
•
•
•

Flush the toilet after use.
Wash your hands with soap.
Turn off the faucet.
Place trash in the trash can.
No loitering.

Lunchroom Behavior Standards and Procedures
• Line up in an orderly fashion as directed by the teacher or lunchroom supervisor. All elementary
•
•
•
•
•
•
•
•

•
•
•
•

18

teachers must accompany their class to the lunchroom.
Students are to walk in the lunchroom.
Elementary students should secure their teacher’s permission should they need to use the
restroom.
Students may talk to their friends around them in quiet voices.
To avoid accidents, students should never stand up at their table while eating. Students will
remain seated at the table until dismissed by their supervisor.
Remember to say "thank you" and "please" at the appropriate times.
Dismissal should be orderly.
Students should not bring sharp knives, paring knives, or table knives to school. Cutlery, plates,
napkins, and other utensils should be included with their lunch from home.
The supervisor will dismiss a few students at a time to throw away their trash and get in line.
The students have to pick up their trash from their seat, table and floor. If not, the supervisor
will call them back to the table.
Students are responsible to wipe lunch tables. Water bucket and cloths are provided.
Elementary students need to raise their hands to leave their seat.
Secondary students need to receive permission from the supervisor to leave the lunchroom.
Hall passes are needed to dismiss a student to a teacher. Students must bring the pass with
them to the lunchroom to be excused. The agenda hall pass, a handwritten note, and actual
passes will all be acceptable.
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Recess Behavior Standards
Classroom teachers are responsible for their own indoor recess in their room or in the gym if it is
available.
Begindergarten-6th grade students are scheduled for recess times on the playground. During rainy days
or extremely cold days, recess is indoors. If recess is in the gym, students will need to have socks, since
street shoes are not allowed on the gym floor.
•
•
•
•
•
•
•
•
•
•
•

•
•
•
•
•
•

Students are to line up quietly. They are to keep their hands, feet, and body to themselves.
There should be no running or loud voices on the ramp. Recess starts on the cement.
Students need to watch where they are going so that they do not hurt anyone. “Be kind and
respectful to others. How we treat others is how we treat Jesus.”
The students are encouraged to play organized games during recess.
Students should not touch the trees or bushes.
There should be no throwing of wood chips, rocks, or snowballs.
Students are not to jump off tall equipment or climb on top of equipment.
One person should use the slide at a time. Students should slide down sitting with feet first.
Footballs, softballs, hardballs and bats are not allowed.
Equipment is to be used for its intended purpose only.
These activities are not allowed: football, king of the mountain, climbing trees, kissing, hugging,
or other inappropriate contact. Wrestling, fighting, general fooling around, or any activity that is
deemed inappropriate or too aggressive by the recess monitor is not permitted.
Students will be asked to immediately stop any behavior that fits under sexual harassment
Students should care for the equipment as if it belonged to them personally. Playground
equipment must be returned to its proper location at the end of the last recess.
If a ball is kicked over the fence, an adult must retrieve it. Students may not leave the fenced in
area.
Ball throwing and all playing will stop when the whistle is blown the first time. On the second
whistle students are to line up.
Students who disobey and do not cooperate may be disciplined (possibly miss their next recess).
They may be referred to the administration if needed.
Dress guidelines – coats, mittens or gloves, and hats must be worn on cold days. On snowy days
boots and snow pants are also required to play in the snow.

BOY-GIRL RELATIONSHIPS
As stated in our Code of Conduct, “Refrain from public display of affection. As students, you are
expected to conduct yourselves in a discreet and Christian manner.”

BULLYING/HARASSMENT
Harassment of students, employees, and volunteers, including sexual harassment, will not be tolerated
at Ankeny Christian Academy. As it is a guiding principle for God's people that we should "love our
neighbor as ourselves," no type of harassment will be allowed in our school whether initiated by
student, staff, or volunteers in school, on school property, or at any school function or school-sponsored
activity regardless of the location. This type of activity is against state and school policy. Actual or
perceived harassment or bullying will not be allowed based on age, color, creed, national origin, race,
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religion, marital status, gender, sexual orientation, gender identity, familial status, physical attributes,
physical or mental ability or disability, ancestry, political party preference, political belief, socioeconomic
status, or individuals may exhibit differences that result from sin and the effects of sin, harassment and
bullying are not the scriptural means of addressing these or other issues and will not be tolerated.
Harassment and bullying of students and employees are against federal, state and local policy. The ACA
Board of Education is committed to providing all students with a safe and civil school environment in
which all members of the school community are treated with dignity and respect. To that end, the board
has in place policies, procedures, and practices that are designed to reduce and eliminate bullying and
harassment as well as processes and procedures to deal with incidents of bullying and harassment.
Bullying and harassment of students by students, school employees, and volunteers who have direct
contact with students will not be tolerated in the school or school district.
The board prohibits harassment, bullying, hazing, or any other victimization of students based on any of
the following actual or perceived traits or characteristics: age, color, creed, national/ethnic origin, race,
religion, marital status, sex, sexual orientation, gender identity, physical attributes, physical or mental
ability or disability, ancestry, political party preference, political belief, socioeconomic status, or familial
status and which creates an objectively hostile school environment. Although individuals may exhibit
differences that result from sin, harassment and bullying are not the scriptural means of addressing
these or other issues and will not be tolerated.
This policy is in effect while students or employees are on property within the jurisdiction of the board;
while on school-owned, school-permitted, or school-operated vehicles; while attending or engaged in
school sponsored activities; and while away from school grounds if the misconduct directly affects the
good order, efficient management and welfare of the school or school district.
If, after an investigation, a student is found to be in violation of this policy, the student shall be
disciplined by appropriate measures up to, and including, suspension and expulsion. If after an
investigation a school employee is found to be in violation of this policy, the employee shall be
disciplined by appropriate measures up to, and including, termination. If after an investigation a school
volunteer is found to be in violation of this policy, the volunteer shall be subject to appropriate
measures up to, and including, exclusion from school grounds. “Volunteer” means an individual who has
regular, significant contact with students.
Harassment and bullying mean any electronic, written, verbal, or physical act of conduct toward a
student which is based on any actual or perceived trait or characteristic of the student and which
creates an objectively hostile school environment that meets one or more of the following conditions:
•
•
•
•

Places the student in reasonable fear of harm to the student’s person or property;
Has a substantially detrimental effect on the student’s physical or mental health;
Has the effect of substantially interfering with the student’s academic performance; or
Has the effect of substantially interfering with the student’s ability to participate in or benefit
from the services, activities, or privileges provided by a school.

“Electronic” means any communication involving the transmission of information by wire, radio, optical
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cable, electromagnetic, or other similar means. “Electronic” includes but is not limited to
communication via electronic mail, internet-based communications, pager service, cell phones,
electronic text messaging, or similar technologies.
Harassment and bullying may include, but are not limited to, the following behaviors and circumstances:
•

•
•
•
•

Verbal, nonverbal, physical or written harassment, bullying, hazing (policy 580.1), or other
victimization that have the purpose or effect of causing injury, discomfort, fear, or suffering to
the victim;
Repeated remarks of a demeaning nature that have the purpose or effect of causing injury,
discomfort, fear, or suffering to the victim.
Implied or explicit threats concerning one’s grades, achievements, property, etc. that have the
purpose or effect of causing injury, discomfort, fear, or suffering to the victim;
Demeaning jokes, stories, or activities directed at the student that have the purpose or effect of
causing injury, discomfort, fear, or suffering to the victim; and/or
Unreasonable interference with a student’s performance or creation of an intimidating,
offensive, or hostile learning environment.

Sexual harassment means unwelcome sexual advances, requests for sexual favors, sexting (See Policy
508.2: Sexting), or other verbal or physical conduct of a sexual nature when:
•
•
•

Submission to the conduct is made either implicitly or explicitly a term condition of the student’s
education or benefits;
Submission to or rejection of the conduct by a school employee is used as the basis for academic
decisions affecting that student; or
The conduct has the purpose or effect of substantially interfering with the student’s academic
performance by creating an intimidating, hostile, or offensive education environment. In
situations between students and school officials, faculty, staff, or volunteers who have direct
contact with students, bullying and harassment may also include the following behaviors:
o Requiring that a student submit to bullying or harassment by another student, either
explicitly or implicitly, as a term or condition of the targeted student’s education or
participation in school programs or activities; and/or
o Requiring submission to or rejection of such conduct as a basis for decisions affecting
the student.

Any person who promptly, reasonably, and in good faith reports an incident of bullying or harassment
under this policy to a school official, shall be immune from civil or criminal liability relating to such
report and to the person’s participation in any administrative, judicial, or other proceeding relating to
the report. Individuals who knowingly file a false complaint may be subject to appropriate disciplinary
action. Retaliation against a person because the person has filed a bullying or harassment complaint or
assisted or participated in a harassment investigation or proceeding is prohibited. An individual who
knowingly files a false harassment complaint and a person who gives false statements in an investigation
shall be subject to discipline by appropriate measures, as shall a person who is found to have retaliated
against another in violation of this policy. A student found to have retaliated in violation of this policy
shall be subject to measures up to, and including, suspension and expulsion. A school employee found to
have retaliated in violation of this policy shall be subject to measures up to, and including, termination
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of employment. A school volunteer found to have retaliated in violation of this policy shall be subject to
measures up to, and including, exclusion from school grounds.
The school or school district will promptly and reasonably investigate allegations of bullying or
harassment. The administrator is the designated investigator. The alternate investigator is the principal.
The investigator will be responsible for handling all complaints by students alleging bullying or
harassment. The investigator will be responsible for handling all complaints by employees/volunteers
alleging bullying or harassment.
It also is the responsibility of the administrator/principal to develop procedures regarding this policy.
The administrator/principal also is responsible for organizing training programs for students, school
officials, faculty, staff and volunteers who have direct contact with students. The training will include
1.) how to recognize harassment,
2.) what to do in case a student is harassed, and
3.) include proven effective harassment prevention strategies.
The administrator/principal will also develop a process for evaluating the effectiveness of the policy in
reducing bullying and harassment and communicate such to the ACA Board of Education. The
administrator/principal shall report to the board on the progress of reducing bullying and harassment.
The board will annually publish this policy. The policy may be publicized by the following means:
•
•
•
•

Inclusion in the student policy
Inclusion in the employee policy
Inclusion in the registration materials
Inclusion on the school or school district’s web site

ANTI-HARASSMENT/BULLYING INVESTIGATION PROCEDURES
Individuals who feel that they have been harassed should:
• Communicate to the harasser that the individual expects the behavior to stop, if the individual is

comfortable doing so. If the individual wants assistance communicating with the harasser, the
individual should ask a supervisor, teacher, or principal/administrator to help.
• If the harassment does not stop, or the individual does not feel comfortable confronting the
harasser, the individual should:
o Tell a supervisor, teacher, or principal/administrator; and
o Write down exactly what happened on the designated forms, keep a copy and give another
copy to the supervisor, teacher, or principal/administrator including:
 what, when and where it happened;
 who was involved;
 exactly what was said or what the harasser did;
 witnesses to the harassment;
 what the student said or did, either at the time or later;
 how the student felt; and
 how the harasser responded.
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COMPLAINT PROCEDURE
An individual who believes that the individual has been harassed or bullied will notify the administrator,
the designated investigator. The alternate investigator is the principal. The investigator may request that
the individual complete the Harassment/Bullying Complaint form and turn over evidence of the
harassment, including, but not limited to, letters, tapes, or pictures. The complainant shall be given a
copy of the completed complaint form. Information received during the investigation is kept confidential
to the extent possible. To submit a complaint, contact ACA’s investigator (the administrator or
secondary principal) by phone – (515) 965-8114, by mail: Ankeny Christian Academy, 1604 W 1st Street,
Ankeny IA 50023, or by email: info@ankenychristianacademy.com. Forms are available the ACA website:
www.acaeages.net.
The investigator, with the approval of the administrator, or the administrator has the authority to
initiate an investigation in the absence of a written complaint.
INVESTIGATION PROCEDURE
The investigator will reasonably and promptly commence the investigation upon receipt of the
complaint. The investigator will interview the complainant and the alleged harasser. The alleged
harasser may file a written statement in response to the complaint. The investigator may also interview
witnesses as deemed appropriate.
Upon completion of the investigation, the investigator will make written finding and conclusions as to
each allegation of harassment and report the finding and conclusions to the investigator’s supervisor
(administrator or ACA Board Chair). The investigator will provide a copy of the findings of the
investigation to the supervisor.
GRIEVANCE PROCEDURE
Grievances regarding 1) the identification of complainant, alleged harasser, or witness; 2) the
investigation process; 3) findings from investigations or 4) awarding of disciplinary action(s) are to be
reported to the principal, administrator, or board chair. For harassment/bullying grievance forms,
contact office personnel, secondary principal, administrator, or board chair at Ankeny Christian
Academy, 1604 West 1st Street, Ankeny IA 50023. By phone, call (515)965-8114 or via email:

info@ankenychristianacademy.com. Forms may be downloaded at www.acaeagles.net.
RESOLUTION OF THE COMPLAINT
Following receipt of the investigator’s report, the supervisor may investigate further, if deemed
necessary, and make a determination of any appropriate additional steps which may include
discipline. Prior to the determination of the appropriate remedial action, the supervisor may, at
the principal’s discretion, interview the complainant and the alleged harasser. The supervisor will
file a written report closing the case and documenting any disciplinary action taken or any other
action taken in response to the complaint. The complainant, the alleged harasser and the
investigator will receive notice as to the conclusion of the investigation. The administrator will
maintain a log of information necessary to comply with the Association of Christian Schools
International (ACSI) and Iowa Department of Education reporting procedures.
POINTS TO REMEMBER IN THE INVESTIGATION
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•
•
•
•
•

Evidence uncovered in the investigation is confidential.
Complaints must be taken seriously and investigated.
No retaliation will be taken against individuals involved in the investigation process.
Retaliators will be disciplined up to and including suspension and expulsion.
Grievances can be filed with the investigator where the ACA Executive Board members or the
ACA Board of Education members may be notified for due process.

CONFLICTS
If the investigator is a witness to the incident, the alternate investigator shall investigate. Students
should not engage in behaviors which could be interpreted as sexual harassment (i.e. hugging,
innuendoes, comments, touching, play acting). No student either female or male should be
subjected to unsolicited and unwelcome sexual overtures or conduct, either verbal or physical, per
Title VII of the Civil Rights Act of 1964. Any action construed as sexual harassment should be
reported to the administrator or designee immediately; this includes student to student
harassment as well as adult involved harassment. As Christians we must always be above reproach
in these areas.
Definitions.
Harassment and Bullying including sexual harassment are defined as any electronic, written, verbal,
emotional or physical act or conduct student to student, adult to student, which could include but is not
limited to behaviors that would be considered harassment – excessive teasing, pestering, name calling,
threats of violence, inappropriate touching, sexual degrading words to describe an individual, suggestive
or obscene letters, notes or invitations.
1. Based on any actual or perceived trait or characteristic of the student defined above.
2. Creates an objectively hostile school environment that meets one or more of the following
conditions: Places the student in reasonable fear of harm to the student's person or property,
has a substantially detrimental effect on the student's physical or mental health, or has the
effect of substantially interfering with the student's ability to participate or benefit from the
services, activities, or privileges provided by the school.
3. No student either female or male should be subjected to unsolicited and unwelcome sexual
overtures or conduct, either verbal or physical per Title VII of the Civil Rights Act of 1964.
4. The follow activities, without substantial additional aggravating factors, occurring inside or
outside the classroom, do not constitute harassment or bullying:
a. Instruction and participation in lessons and worship services.
b. Discussions and debate concerning issues important to Christian faith.
c. Electronic, written, verbal, and physical interpretation of Biblical Scripture, and religious
tests, music, and opinion.
d. Witnessing and faith-sharing.
Reporting - Suspected incidents of harassment and bullying should be reported to the administrator or
designee within 24 hours. The administrator is responsible for receiving reports and ensuring the
Student Harassment Policy is implemented. The school investigations plan of the administrator will then
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be put into action. Ankeny Christian Academy will respect the confidentiality and privacy of individuals
reporting or accused of harassment to the extent reasonably possible.
Investigation - Suspected incidents of bullying and harassment will be promptly and thoroughly
investigated by the administrator or his/her designee. Investigators will consider the totality of the
circumstances presented in determining whether conduct objectively constitutes harassment or bullying
under this policy.
Consequences for Violators – Individuals responsible for conduct in violation of this policy will be subject
to consequences and remedial action. Consequences for harassment will follow the regular discipline
procedures and may include:
1. Written report/appropriate consequence deemed by administrator or BOE
2. Student and parent conference with administration deemed by administrator or BOE
3. Out of school suspension/expulsion

CELL PHONES
Students may use the office phone if they need to make a call. See the Code of Conduct for cell phones
guidelines.

CHAPEL PROCEDURES
Chapel times typically include songs, prayer, announcements, and a message. Students are expected to
come in and sit together as a class. They are to participate in singing and listen attentively to the
speaker, sitting with their feet on the floor. Teachers take attendance and make sure acceptable chapel
behavior is followed. If a student is not present at chapel, the office will be notified by the teacher. Also,
students are expected to wear chapel dress on Wednesday chapel days. Please refer to the dress code
for specific information.

CODE OF CONDUCT
Obedience, respect, and responsibility are key virtues that students must develop. Obedience to rules
and guidelines is essential to the development of maturity. (Luke 2:51, Hebrews 5:8). It results in
genuine freedom in life (John 8:32). Respect is necessary for all successful and meaningful relationships
(Luke 10:36-37, Romans 12:18). And the building of personal responsibility fosters a sense of
achievement. Both responsibility and achievement are necessary ingredients to the development of selfworth (1 Corinthians 10:31, Ecclesiastes 9:10, Romans 14:12).
As we seek to provide a balanced and disciplined learning environment for the students of Ankeny
Christian Academy, we realized that human wisdom falls short of God's standards. We do not claim to
be perfect in all of our decisions, but we do try our best to discipline in a way that is biblical and pleasing
to God. As partners in the discipline process, it is important that the school and the home work
corporately for the student's good. Since we teach the students to obey and submit to their parents, it is
imperative that parents maintain that continuity by upholding and teaching the principles taught at
school. We can instill in students proper Christian educational and moral principles only through a
program that includes clear disciplinary procedures, and as students and parents, your cooperation in
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our program is crucial. (Please be aware that the administration reserves the right to make discipline
decisions on an individual basis.)
Our goal should always be to obey the Scripture that says, “And whatever you do, whether in word or
deed, do it all in the name of the Lord Jesus, giving thanks to God the Father through him” (Colossians
3:17, NIV). In the best interest of the entire school community certain guidelines of conduct must be
maintained by all students of Ankeny Christian Academy, both on and off campus throughout the entire
calendar year, so that we might all learn, live and work happily together.
These general guidelines for student conduct are listed below:
1.) Practice courtesy and consideration in one’s association with teachers, school employees, fellow

students, and visitors. Respect their person and property (see Ephesians 4:28-32).
2.) Respect the authority of teachers, administrators, and staff members, and treat them

courteously, respectfully, and obediently as unto the Lord (see Hebrews 13:17 and 1
Thessalonians 5:12-13).
3.) Abstain both on and off campus and at all times from the use or possession of alcoholic

beverages, tobacco, drugs, and pornography as well as from gambling and other undesirable
practices that are generally recognized to be harmful to health and Christian character (see 1
Corinthians 6:19-20).
4.) Abstain from profanity and vulgar or abusive speech, writing, and actions. Such speaking and

acting is harmful to others and is certainly not appropriate or conducive to one’s moral and
spiritual development (see Ephesians 4:29).
5.) Refrain from public display of affection. As students, conduct yourselves in a discreet and

Christian manner.
6.) Leave all dangerous or presumed dangerous items such as knives, water pistols, guns, lighters,

and matches at home. Iowa law states any person carrying or possessing a firearm on school
grounds can be charged with a class D felony.
7.) Complete academic assignments promptly and submit work by due dates. A secondary

homework assignment that is one day late will have its score reduced. Secondary students who
have missing assignments will be required to submit it by the next day or serve a homework
detention after school. Elementary teachers may have their own grade-appropriate practices at
their discretion.
8.) Do your own work. Do not give or receive help on quizzes or tests unless the teacher has

granted permission on a particular project. Your record should reflect your individual effort.
Honesty is a Christian virtue that should be displayed by all students, therefore cheating is
considered a serious offense. Any appearance of cheating may be reason to receive the student
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work as unacceptable and the student to receive a possible consequence up to receiving no
credit for the assignment.
9.) Do not plagiarize; this is a serious offense. The definition of plagiarism is the “use of another

writer's ideas or words without giving the writer credit for them.”
10.) Use of personal electronic communication devices (including but not limited to CD/MP3 players,

IPods, handheld games) and laser pointers are not allowed during school hours. At the
discretion of official school personnel further restrictions may be added for school events.
11.) Elementary students are required to keep personal cell phones off during the school day kept in

their bag or locker. Secondary students (7th-12th grades) may access their cell phones before,
after school and during passing periods. Cell phones are not to be accessed during lunch. All cell
phones are to be kept on silent in a student’s locker.
12.) Because at ACA computers and laptops are accessible to students in grades 6-12, no personal

computers are allowed to be used at school; exceptions may be approved for educational
accommodations by the Administrator/Principal. If a student has been given permission, they
need to be aware that bringing personal computers to school is their responsibility and ACA is
not responsible for any damage or theft.
13.) Students’ various electronic communications (i.e. text messages, instant messaging, tweets,

personal blogs, web sites, or other communication methods) will have an appropriate Christian
testimony through their conveyed words, photos, videos, and other items contained within
these communications.
14.) The Code of Conduct for students applies on all field trips and on all school-sponsored events

both on the school campus and away from it.

DRESS CODE
The purpose of the dress code is to provide a modest appearance that is non-distracting for the Christian
educational environment. Our goal is that students conduct themselves in a manner that pleases God
and glorifies the Lord Jesus Christ (Romans 12:1-2). Parents are expected to be knowledgeable of the
dress code and to cooperate with the school in seeing that the student meets the dress code standards.
Personal appearance that is considered questionable it left to the discretion of the Ankeny Christian
Academy administration. This dress code is in effect at all school-related activities as well as during the
school day. Administration reserves the right to waive any of the following policies for special occasions
and circumstances.
General Dress Code Guidelines
•
•
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Clothing needs to be in good condition with no holes, whether accidental or on purpose
Printed messages/pictures on any garment should be positive, non-distracting, and should not
promote non-Christian values
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•
•

Earrings for female students are the only acceptable body piercing
Undergarments should not show during any activity

Tops
•
•
•
•
•
•

Midriff, either front or back, may not be exposed
Cleavage must not be visible at any time
Shirts with an open back are not allowed
Camisoles, strapless tops, or halter-tops may not be worn as a single garment
4th-12th grades may not wear sleeveless tops
Sheer shirts or side neck shirts must have a T-shirt or tank top (at least 1 ½“ strop) under them
and cannot be worn with a camisole, strapless top, or halter-top

Bottoms
•
•
•
•
•

Pajama and flannel pants may not be worn
Lettering across the seat is not permitted
Begindergarten-3rd grade may wear leggings with a shirt long enough to cover their seat
4th-12th grade may only wear leggings under a dress/skirt that does not exceed 3” above the
bent knee
Shorts for 4th – 12th grade must have an inseam of at least 5 inches

Dress/Skirts
•
•
•

Skirts/dresses may not exceed 3” above the bent knee
Slit of skirt or dress may not exceed 3” above the bent knee
Sleeveless dresses are allowed (not spaghetti strap)

Shoes
•
•

Sandals without a back strap may not be worn Begindergarten-6th grade for the purpose of
playground safety
No slippers

Hats and Hair
•
•
•
•
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Caps, hats, and headwear are not allowed during the school day
Hair should be kept out of the eyes, be a natural color, and a non-distracting style
Boys’ hair should not cover the earlobes and should be above the collar
Facial hair must be neatly trimmed

EXPECTATIONS FOR STUDENTS
Chapel Attire
•

•

•
•

7th-12th grade boys
o Nice shirt or sweater (no T-shirts)
o All shirt tails must be tucked in
o Khakis or dress pants
Begindergarten-6th grade boys
o Nice shirt or sweater (no T-shirts)
o Khakis, dress pants, or dress shorts
th
7 -12th grade girls
o A dress, skirt, dress slacks, or dress capris with a nice top or sweater (no T-shirts)
Beginderten-6th grade girls
o A dress, skirt, dress slacks, dress capris, or dress shorts with a nice top or sweater (no Tshirts)

P.E. Attire
•

All students must have separate, clean, non-marking gym shoes. 5th-12th grade will wear
required P.E. attire of shorts and T-shirts.

Formal Wear
•

•

Ladies
o Dresses should be modest
o Midriff, either front or back, may not be exposed
o Cleavage must not be visible at any time
o No plunging necklines
o Skirts or dresses may not exceed 3” above the bend knee
o Dresses must have at least one strap which is at least 1 ½“ wide
o Guests must abide by this same dress code
Gentlemen
o Dress shirt, tie, suit jacket, dress pants, or tuxedo are acceptable formal attire
o Guests must abide by this same dress code

EMPLOYMENT
Students’ primary focus should be on their education. However, there may be a legitimate need, desire,
and benefit of students being employed. When students and parents believe it necessary or desirable
for students to work after school, on weekends, or during vacation times, they must adhere to the child
labor laws, which may include a work permit.
Further information and additional exceptions may be found at www.iowaworkforce.org. A work permit
may be obtained in the school office.
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INTERNET USE
For students, Ankeny Christian Academy offers access to the school computer network for educational
use of the internet. To gain access to the internet, all students must obtain parental/guardian
permission. The permission form will need to be signed and given to their homeroom teacher before
students will be allowed to use the internet. There is a four step filtering system: the internet is only
used with a teacher present in the room monitoring, computers are password protected, software filters
are installed, and an internet filter is on the router software. Ankeny Christian Academy supports and
respects each family’s right to decide whether or not to apply for access.
Email Etiquette Rules:
1. Be concise and to the point, avoid long sentences
2. Answer all questions and answer them swiftly
3. Use proper spelling, grammar, and punctuation
4. Make it personal
5. Use templates for frequently used responses
6. Do not attach unnecessary files
7. Use proper structure & layout
8. Do not overuse the high priority option, and avoid using URGENT and IMPORTANT
9. Do not write in CAPITALS-IF YOU WRITE IN CAPITALS IT SEEMS AS IF YOU ARE SHOUTING
10. Do not leave out the message thread-when you reply to an email, you can include the original
mail in your reply, in other words click 'Reply', instead of 'New Mail'
11. Proofread the email before you send it
12. Do not overuse Reply to All
13. The Bcc:field (blind carbon copy). Some people place all the email addresses in the To: field.
There are two drawbacks to this practice: (1) the recipient knows that you have sent the same
message to a large number of recipients, and (2) you are publicizing someone else's email
address without their permission. One way to get around this is to place all but one address in
the Bcc: field. You must have an address in the To: field (many people use their own address).
14. Take care with abbreviations and emoticons-In business emails, try not to use abbreviations
such as BTW (by the way) and LOL (laugh out loud). The recipient might not be aware of the
meanings of the abbreviations and in business emails these are generally not appropriate. The
same goes for emoticons, such as the smiley :-). If you are not sure whether your recipient
knows what it means, it is better not to use it.
15. Be careful with formatting-Remember that when you use formatting in your emails, the sender
might not be able to view formatting, or might see different fonts than you had intended. When
using colors, use a color that is easy to read on the background.
16. Do not forward chain letters
17. Do not copy a message or attachment without permission
18. Do not use email to discuss confidential information
19. Use a meaningful subject in the subject line
20. Do not reply to spam
21. Use cc: field sparingly
The web site from which this information was gathered: http://www.emailreplies.com/#rules.
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LUNCH PROCEDURES
Hot lunch is available every full day of school. Lunch tickets and drink tickets may be purchased in the
office. Drinks available include 2% milk and orange juice. Students will order lunch every day before 8:30
AM with the exception of pizza day, which needs to be ordered the day prior. Parents wishing to eat
with their child must order under the same guidelines.
Students are not to bring sharp knives, paring knives, or table knives to school. Students may bring their
own cold lunch. Cutlery, plates, napkins, and other utensils should be included with their lunch.
Microwaves are available for 3rd – 12th grade student use. Children in 2nd grade or younger should have
their cold lunch food prepared at home and kept in a secure container. Food to be heated must be ready
to go and require no preparation (can opening, mixing with water, etc.). Microwave heating is limited to
2 minutes per student. Students are expected to keep the microwave clean.
Students will be instructed as to appropriate lunchroom behavior the first week of school and will also
be taught the lunchroom procedures for their class. Students will be expected to clean up after
themselves. Adults assign students in elementary grades to be table washers. Secondary students assist
to wash tables, sweep the floor, and take out trash after lunch.

SEARCH/INSPECTION OF STUDENT LOCKERS AND SCHOOL FACILITIES
School officials may at any time conduct such searches as are essential to the security, discipline, and
sound administration of the school. Students and their lockers may be searched when there is probable
cause to believe that the student possesses an item, the possession of which constitutes a criminal
offense under State Law.
Students are required to keep lockers neat and orderly. Periodic inspections may be done to insure
compliance.

SCHOOL WIDE RULES
•
•

•
•
•
•
•
•

Follow the guidelines of our Code of Conduct for students.
Gum chewing by elementary students is not allowed during school hours. Secondary students
may chew gum if it is not seen or heard during school hours. Gum is not allowed in PE and music
classes.
Eating in classrooms is limited to special occasions.
Toys, trading cards, comic books, catalogs, magazines, or books containing objectionable or
controversial material cannot be brought to school or any school events.
Talking in the classroom should only take place with specific permission.
Students should not make disturbing or distracting noises or actions. (Behavior should reflect
social etiquette and not distract other students.)
Come prepared for class. Remember books, supplies, gym clothes, musical instruments, etc.
Radios, headsets, cassette/CD players, and laser pointers are to be left at home unless
authorized by a school employee. If seen by a teacher or staff member, they will be confiscated
and turned over to the administrator or designee.

All ACA field trips will be under the direction of a qualified member of the faculty or a designated
chaperone. The faculty member or designee in charge of the trip will be with the students.
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STUDENT DISCIPLINE
ACA desires to help students grow spiritually, to think and act as Christians. Therefore, the ACA board
and administration, in order to develop and maintain a distinctive Christian atmosphere and quality
educational program, have set forth these policies. It is expected that students will abide by these
policies. All Begindergarten-12th grade parents and students in grades 5 -12 will be required to sign a
statement of cooperation each year. School conduct standards apply on and off-campus throughout the
entire calendar year.
ACA is responsible before God to first create in each student an awareness of misbehavior and then to
help the students avoid such behavior. At the beginning of each school year, individual teachers will
establish classroom rules and disciplinary procedures.

STUDENT DISCIPLINARY PROCEDURES
Procedures that are followed in the event of continued inappropriate behavior:
1. The teacher will have a conference one-on-one with the student(s) detailing expected and
appropriate behavior.
2. If this behavior continues, the teacher contacts parents and describes the behavior.
3. If this behavior continues, the student will be referred to the administrator/principal.
Consequences of the above actions vary from notifying parents, conference with the
administrator/principal, detention, suspension (in or out of school), or expulsion.

STUDENT DRIVING POLICIES
Students may drive to school when they have a valid driver’s license or school permit. All cars must be
registered in the main office. The student parking area is unavailable during the school day unless the
administrator or his designee grants permission. The above is the same for those who drive mopeds and
motorcycles. The following guidelines govern student drivers at ACA:
•
•
•

•
•
•

Student drivers must register their vehicles with the main office. Permission forms may be
obtained from the office.
All students leaving the building (even to go to their vehicle to retrieve something) must sign in
and out of the building through the main office.
Reckless driving, speeding, leaving school without proper authorization or failure to follow these
established policies will result in a suspension from driving on school property for a period of
time.
Students should park on the west, south and southeast sides of the building.
With written permission from parents/guardians, students may leave other than normal check
out time.
Students will obey the speed limit of 10 mph in the parking lot. Pedestrians always have the
right of way.

TRANSPORTATION/BUS RULES
At times ACA will provide transportation to school activities. Parents will be notified if a bus will be
taken and if fees will be required. When ACA DOES provide school bus transportation to an event, these
policies will apply:
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1. All participants must ride the school bus to the event .
2. Parents wishing to have their child/children ride home from an event with them must
notify the chaperone/school personnel before leaving the event.
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Health
ACCIDENT/HEAD INJURY
Should a head injury be experienced and a head injury form submitted to the office, the
parent/guardian will be notified.
When injuries are sustained at school, first aid items are available. An accident report is to be filled out
by the person in attendance and sent to the office to be filed in the student’s health folder. The school
staff will contact caregivers. If the injury is sustained to the head, then a head injury report will be filled
out by the person in attendance and sent to the office to be filed in the student’s health folder. The
school staff will call the caregivers if there is a head injury. In cases of severe accidents requiring an
ambulance, person in attendance will either call 911 or assign another person with this task and then
notify the office.
When students leave school, the caregiver must sign the student out of the office. High school students
may sign out when the office has received caregiver approval. School staff will have the final say as to
whether an ill high school student may drive home.

ALLERGIES
It is the responsibility of parents/guardians to inform the school office of allergies at the time of
enrollment and yearly after that. In addition, if the allergy is a food allergy or severe allergy, please also
turn in the food allergy questionare and food allergy care plan. If you discover that your child has
developed an allergy in the middle of the school year, please update his/her forms.

COMMUNICABLE AND INFECTIOUS DISEASES
Caregivers are expected to keep children at home when they are ill. Students should not return to
school until their temperature is normal for 24 hours. Students should not return to school until
vomiting has ceased for 24 hours. Conditions that warrant staying home from school include head lice,
vomiting, diarrhea, above-normal temperature, pink-eye, communicable childhood diseases, and other
conditions that will impede the child’s learning at school or place other persons at risk of contracting the
illness or condition. Please read the attendance policy for details about excused absences. Should a child
become ill while at school, caregivers are expected to arrive promptly or make other arrangements for
their child to be picked up within an hour of notification. Every effort will be made to ensure the
comfort of the child until the caregiver arrives.
School staff will not diagnose injuries or illness but simply inform caregivers of the student’s situation.
First aid will be provided when necessary. If a student vomits in the classroom, the teacher will remove
the class from the situation if necessary and notify the office for clean-up. The office will use Universal
Precautions with all body fluids.
Infectious Diseases Policy—If a teacher suspects a child to have an infectious disease (measles, chicken
pox, lice, 5th disease, etc.), the student should be sent to the office for confirmation. Parents are notified
for immediate removal of the student from school. The office will send out an email if your child has
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been exposed to a confirmed case of measles, chicken pox, lice, or other similar conditions.
Student health records separate from cumulative files are recorded and kept in locked fire proof file
cabinets in the main office. By law, parents/guardians may request to see their child’s folder, but they
cannot remove it from the school. Health records may be checked out by the following: teacher,
administrator, AEA employee, and or parent/guardian along with state immunization auditors
(immunizations only), and state dental auditors (dental screening form only).

INSURANCE
The school does not purchase accident insurance to cover injuries incurred by students at school or
school sponsored activities. Student Accident Insurance is available for school day and events, as well as
optional 24-hour coverage. An informational flier that includes an application is available in the office, or
you may enroll online at www.acsihealthlink.com.

MEDICAL FORMS
We require certain medical forms to be on file in the school office. The office medical file should include
a birth certificate, emergency medical form, health update form, immunizations, permission to
administer medicine (if needed), athletic physical examination form to participate in sports, dental
screening for K, 9th grade, and a physical form for new students.

MEDICATIONS AT SCHOOL
It may be necessary for a student to take medication during the school day. Medications shall be
administered through the office.
Prescription medication that comes to school in any container, other than the bottle from the pharmacy
with the correct prescription label, and an authorization from the parent and licensed health
professional (per Iowa law) cannot be given at school. Over the counter medications must come to the
school in the original manufacturer’s container as well and with an authorization from the parent. The
authorization form must include the student name, medication name, dosage, time of administration,
method of administration, and any other pertinent information. Medications will be kept in a secure
area, with the exception of cough drops and inhalers/airway medication.
Cough drops may be kept with the student in the classroom or in the teacher’s desk after a permission
note from the parent has been received in the office. Cough drops must be in the original container and
be labeled with the student’s name.
Iowa Code allows students with asthma or other airway constricting diseases to self-administer
medication at school with parental and physician consent. The parents and the prescribing physician
must sign an authorization form, which are available in the office. As with all other medications, the
medication must be in the original container and labeled with the student’s name.
When administration of medication requires on-going professional health judgment, an individual health
plan shall need to be developed by a licensed health professional, the student and the student’s parents.
Individuals who have demonstrated competency in administering their own medications may selfadminister their medication. A written statement by the student’s parent shall be on file requesting co35
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administration of medication, when competence has been demonstrated. Medications will be stored in
a secure area, except cough drops and inhaler/airway medication.
The student medication information is confidential with the exception of school personnel needing to
know for the health and well-being of the student as provided to the Family Education Rights and
Privacy Act (FERPA).

PHYSICAL ACTIVITY EXEMPTION
Realizing that our bodies are a “temple of the Holy Spirit,” Physical Education classes are offered at ACA.
P.E. classes are required for students in Begindergarten – 8th grade. High school students are required to
have two years (or the credit equivalent) of Physical Education to graduate. Students will only be
exempted from P.E. classes with note from a parent (one time) or a doctor’s note (extended period of
time).

FOOD POLICY
At Ankeny Christian Academy our goal is to provide a healthy school where students can learn and grow.
The most common mode of transportation of Hepatitis A is person to person resulting from fecal
contamination or oral ingestion, transmission by eating contaminated food.
1. Treats brought to school for students during school hours may be homemade or purchased from
a commercial bakery.
2. Special cooking experiences at the school will require that all students thoroughly wash their
hands prior to preparing food for consumption. Proper hand washing technique is covered in
ACA’s Health curriculum.
3. Each food service volunteer/employee will wash his/her hands and wear gloves prior to serving
food. Any one experiencing diarrhea should not be allowed to serve food.
4. Students are encouraged at lunch, snack time, and when food is available for educational
purposes to not share or touch other people’s food or drink.
5. Restrooms are supplied at all times with soap and toilet paper so that prior to meal/snack time
students will wash their hands.

HEALTHY KIDS ACT
We follow the Iowa Department of Education Healthy Kids Act regulations, which includes having all
physically able students in kindergarten through grade five engaged in a physical activity for a minimum
of thirty minutes per school day.
The Board of Education recognizes the importance of a healthy school environment and students by
supporting wellness through good nutrition and regular physical activity as part of the school’s
curriculum. The school promotes a healthy environment by teaching students positive dietary and
lifestyle practices. The Board members and school personnel recognize improved health optimizes
student performance potential. The school provides a comprehensive learning environment for
developing and practicing lifelong wellness behaviors. The entire school environment, not just the
classroom, shall be aligned with the school’s healthy goals to positively influence a student’s
understanding, beliefs, and habits as they relate to good nutrition and regular physical activity.
The school supports and promotes proper dietary habits by ensuring the meals available on school
premises during the instructional day meet or exceed the school’s nutritional standards.
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The school consults with the wellness committee members on wellness issues as needed. The wellness
committee meets annually.
Nutrition Education
The school will provide and promote nutritional education that:
1. Is offered as part of a comprehensive and standards-based program designed to provide
students with the knowledge and skills necessary to promote and protect their health
2. Promotes fruits, vegetables, whole-grain products, and low/fat-free dairy products as part of a
healthy diet
3. Emphasizes caloric balance between food intake and physical activity
Physical Activity
The school will provide opportunity for physical education and physical activity that:
1. Is available for all students in grades Begindergarten – 12th.
2. Is taught by a certified physical education teacher
Optional Issues
Foods Sold Outside the Meal:
Limit food and beverage marketing to the promotion of foods and beverages that meet the nutrition
standards for foods and beverages sold individually.
School Meals
Meals provided by contracted vendors will follow federal guidelines for nutrition. Meals will be served in
clean, pleasant settings.
Plan for Measuring Implementation
The administrator or designee will ensure compliance with the established School-wide Nutrition and
Physical Activity Wellness Policies. Food service staff will ensure compliance with nutrition policies and
will report to the Administration.
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Safety
DANGEROUS ITEMS
The use or possession of weapons (firearms, knives, fire-crackers, lighters, etc.) is considered a serious
violation and will be referred to the administrator/principal. All dangerous or presumed dangerous
items such as knives, water pistols, guns, lighters, and matches should be left at home. Iowa law states
any person carrying or possessing a firearm on school grounds can be charged with a Class D Felony.

EMERGENCY DRILLS
Fire Drill Evacuation Procedures - In accordance with local and state fire codes, ACA will conduct regular
fire drills. Teachers will assist students in identifying exits from each classroom, the auditorium, the
cafeteria, and the gym. A map is posted in every room/area with fire exit and tornado shelter
information. It is the responsibility of each student to know all emergency procedures for each room in
which he/she has class. The signal for a fire is a continuous alarm.
1. All students will walk silently single file out their assigned exits.
2. Students will keep hands, feet, and the rest of their bodies to themselves.
3. Students will not stop for belongings.
In the event of an actual emergency, parents/guardians will be notified. It is the responsibility of
parents/guardians to sign up to receive mass texts in case of an emergency by texting EAGLE to 40518.
Tornado Drill Procedures - Periodic tornado drills are planned throughout the year. Teachers will assist
students in identifying shelter areas for each classroom, the cafeteria, and the gym. It is the
responsibility of each student to know all emergency procedures for each room in which he/she have
class. A map is posted in every room/area with fire exit and tornado shelter information. During a
tornado drill, student conduct should be the same as with a fire drill. The signal for a tornado drill is an
intermittent alarm.

SECURITY PROTOCOL
Here at ACA we have adopted A.L.I.C.E. (Alert, Lockdown, Inform, Counter, Evacuate) training in the
event of an emergency/crisis. Our staff has all undergone A.L.I.C.E. training and our students have
participated in an evacuation drill.
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Student Services
ACTIVITIES AND ELIGIBILITY
Periodically teachers will be asked to keep administrators and coaches/directors informed of student
grades for eligibility (see academic eligibility policy in the athletic handbook).
Eligibility will be determined at mid-quarter, quarter, and the end of each semester. All grades for this
policy will be cumulative for the current semester up to the point checked.

ATHLETICS
Refer to the athletic handbook for specific information on athletics.
CLASSROOM PARTIES
Classroom celebrations of up to sixty minutes may be held for Christmas, Harvest/Fall, Thanksgiving, and
Valentine’s Day. Other celebrations are at the teachers’ discretion. Parties are to be Christ-honoring.
Decorations and activities are to focus on the true meaning of the holidays. Jack-o-lanterns, witches,
ghosts, goblins, Santa Claus, leprechauns, and the Easter bunny are to be avoided.
Christmas gift exchanges may be done at the teachers’ discretion. Teachers, being mindful of family
situations, will need to set guidelines for the price of gifts and the method of exchange. In lieu of gift
exchanges, the classroom teacher may request that the class bring money or gifts for a mission project.
Homeroom parents may be requested by the teacher to help the teacher organize, facilitate, and cleanup for each class party.
Invitations: In order to avoid hurt feelings, individuals are not permitted to pass out party invitations for
their birthday (or any other event) to their classmates while on school property, unless all classmates
are included. A directory of ACA families is distributed at the beginning of school. Please utilize the list to
contact your child’s classmates if you wish to invite them to an event.
Birthday Treats: Students are permitted to bring a treat to school for their birthdays. Please inform the
teacher two days in advance that you would like to provide a treat. The teacher will inform you of the
number of students in the class as well as any other pertinent allergy information. Please make
arrangements with your child’s teacher to drop off the snack as well as any necessary paper goods and
utensils before school begins or at lunch time.

FOREIGN EXCHANGE STUDENTS
International students may be enrolled and attend ACA at the discretion of the administrator per
approval of the Board of Education. A Christian testimony is required by at least one of their host
parents. Admittance to ACA requires enrollment forms, proper I-20 forms, (which must be processed by
the student and the sponsoring organization) and payment of all applicable fees (fees will vary on a
case-by-case basis).
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The number of exchange students accepted to the school is left to the discretion of the ACA
administrator/principal and Board of Education.
Generally, the purpose for the exchange program is for the students to benefit from cultural exchange,
not to graduate from High School. However, a student may be considered for graduation if he/she
meets the minimum ACA requirements for graduation. If a student intends to graduate, ACA must first
evaluate the student’s transcript (translated into English) to see if he/she is a candidate for graduation.
Foreign exchange students may not participate in high school graduation ceremonies unless they
notified ACA of their intent to graduate at the time of application for enrollment and have met all the
graduation requirements to earn an ACA high school diploma.
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School Information
ADDING/DROPPING CLASSES
All adding or dropping of classes must be within the first full week of class. Those that drop after the
cutoff date will receive a failing grade unless excused by the administrator/principal.

ADDRESS CHANGES
Please report any changes in address, telephone numbers, and email addresses to the office. The
information needed includes any changes in business telephone numbers, school district, and
emergency phone numbers. ACA’s phone number is 515-965-8114, and the office email address is
office@ankenychristianacademy.com.

ANIMALS ON GROUND
Students bringing animals from home must have teacher permission and give advanced notice. Per ACA
insurance carrier recommendation, dogs are not allowed at school (excluding service dogs). An animal
must be held by the owner or in a cage. If applicable, the animals’ rabies vaccination verification will be
provided. The teacher and students will meet in the lobby or outdoors to view the animal. The
parent/guardian will provide the animal to be available to the class no more than 15 minutes. After the
viewing, students will wash their hands if the animal was touched. Students who may not participate
due to anxiety or allergies will be escorted to another classroom and rejoin the class when the animal
viewing is concluded.
Parents/guardians transporting animals in vehicles during drop off and pick up are required to keep
animals in their vehicles.

CALENDAR
The school calendar is on the website. There is a yearly calendar with main events, days off, and early
dismissal days. There are monthly calendars on the website with a more detailed list of events. The
calendars are updated on the website if changes are made.

COMMUNICATION
Most school communication occurs through email and the ACA website. If you do not have internet
access, paper copies will be made available upon request. Sign up to receive mass texts by texting EAGLE
to 40518.

ENROLLMENT
Ankeny Christian Academy is a Preschool – 12th grade independent non-denominational Christian school
accredited by the Iowa Department of Education. ACA provides a college-preparatory education
integrated with a Christian view of God and the world. Each state certified teacher is a carefully selected
Christian who loves the Lord and considers teaching a ministry, not merely a job.

RE-ENROLLMENT
Parents must submit annual re-enrollment forms and registration fees. If there are any unpaid school
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bills, academic/behavioral issues, re-enrollment may be delayed or denied. The registration fee
increases April 1.

EQUAL EDUCATION OPPORTUNITY
Ankeny Christian Academy welcomes students who, with their parents/guardians, indicate an
understanding and willingness to support the school’s mission, statement of faith, principles and policies
and who meet the spiritual and academic qualifications.
A student’s admittance to the school is based upon the administrator’s/principal’s judgment, acceptable
entrance and standardized test score(s), application information, a satisfactory record from the previous
school, at least one parent’s or guardian’s signature indicating agreement with the policies for school
enrollment, and at least one parent’s or guardian’s personal testimony of faith in Christ. Students in
grades 5-12 must sign a student commitment indicating their desire to attend and their willingness to
abide by the rules and policies in the Parent Student Handbook and share a personal testimony of faith
in Christ, if he/she has one. Final decisions regarding enrollment are subject to discretion of the
administration. The school reserves the right within its sole discretion to refuse admission to an
applicant or discontinue enrollment of a student who opposes the school’s values and Biblical standards,
fails to meet academic requirements, or whose needs cannot be met reasonably within the operation of
the school.
Ankeny Christian Academy does not discriminate on the basis of race, color, gender, national and ethnic
origin, socioeconomic status, familial status, age, disability in the administration of its admission,
education, financial assistance, extracurricular policies and other school sponsored programs. Further,
the board affirms the right of all students and staff to be treated with respect and to be protected from
intimidation, discrimination, physical harm, and harassment. Violations of this policy are to be reported
to the ACA secondary principal, administrator, or board chair of the school. To submit a complaint,
follow the grievance procedure. For questions or grievances related to policies, contact ACA’s Equity
Coordinator (the administrator or secondary principal) by phone: 515-965-8114, mail: Ankeny Christian
Academy, 1604 W 1st Street, Ankeny, IA 50023, or by email: info@ankenychristianacademy.com.
In addition, the school is not intended to be an alternative to court or administrative agency ordered, or
public school district initiated desegregation. The intent of ACA is to act as an extension of the family
and of the church to help families bring up their children in the “nurture and admonition of the Lord” as
God has directed in Ephesians 6:4. Every student must come from a home where at least one parent or
guardian is a professing born-again Christian. In keeping with this intention, the following are ACA
admission requirements: A parent or guardian and student(s) enrolling in grades 5th-12th must sign the
Statement of Cooperation.
Children entering Begindergarten must be five years old by October 15, and kindergarten children must
be five years old by September 15. A readiness test will be administered to all students entering
kindergarten.
Children entering 1st grade must be six years old by September 15. In grades 1-9, readiness is
determined by achievement tests from the previous year. If none are available, students will be
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requested to take an entrance exam. Children who perform below grade level standards will be placed
on academic probation for one semester.
**Note: As a bona fide religious organization, we impose qualifications based on a bona fide religious
purpose. (Refer to the school’s doctrinal statement.) Sexual orientation, gender identity, religion, and
creed have been excluded from this policy in accordance with Iowa Code 216.9(2) 2003.

FINANCES
See the website for the tuition and fee schedule.
Late Fees and Insufficient Funds Fee
Tuition payments are subject to a $25 charge for checks and Automatic Withdrawals that are
returned due to insufficient funds. If a payment is late, there is a $10 late fee. If tuition is in arrears
by 2 scheduled payments, the student may be dismissed from the school until all accounts are
brought up to date. In the event that it is necessary to collect this account by a collection agency,
parents are expected to pay all costs and fees associated with collection. Any collection actions by
the school or by an independent collection agency can be reported to one or more credit bureaus.

FUNDRAISERS
All fundraisers and advertising must have written approval through the development office or
promotions committee prior to contacting any business. When a fundraiser is in progress, all money
should be given to the office daily.

GRIEVANCES
Grievances regarding 1) the identification of complainant, alleged harasser, or witness; 2) the
investigation process; 3) findings from investigations or 4) awarding of disciplinary action(s) are to be
reported to the principal, administrator, or board chair. For harassment/bullying grievance forms,
contact office personnel, secondary principal, administrator, or board chair at Ankeny Christian
Academy, 1604 West 1st Street, Ankeny IA 50023. By phone, call (515)965-8114 or via email:
info@ankenychristianacademy.com. The harassment grievance form can be found on our website and in
the office.
RESOLUTION OF THE COMPLAINT
Following receipt of the investigator’s report, the supervisor may investigate further, if deemed
necessary, and make a determination of any appropriate additional steps which may include discipline.
Prior to the determination of the appropriate remedial action, the supervisor may, at the principal’s
discretion, interview the complainant and the alleged harasser. The supervisor will file a written report
closing the case and documenting any disciplinary action taken or any other action taken in response to
the complaint. The complainant, the alleged harasser and the investigator will receive notice as to the
conclusion of the investigation. The administrator will maintain a log of information necessary to comply
with the Association of Christian Schools International (ACSI) and Iowa Department of Education
reporting procedures.
POINTS TO REMEMBER IN THE INVESTIGATION
• Evidence uncovered in the investigation is confidential.
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•
•
•
•

Complaints must be taken seriously and investigated.
No retaliation will be taken against individuals involved in the investigation process.
Retaliators will be disciplined up to and including suspension and expulsion.
Grievances can be filed with the investigator where the ACA Executive Board members or
the ACA Board of Education members may be notified for due process.

CONFLICTS
If the investigator is a witness to the incident, the alternate investigator shall investigate.
Students should not engage in behaviors which could be interpreted as sexual harassment (i.e. hugging,
innuendoes, comments, touching, play acting). No student either female or male should be subjected to
unsolicited and unwelcome sexual overtures or conduct, either verbal or physical, per Title VII of the
Civil Rights Act of 1964. Any action construed as sexual harassment should be reported to the
administrator or designee immediately; this includes student to student harassment as well as adult
involved harassment. As Christians we must always be above reproach in these areas.
The grievance will be presented to the administration where the review of the grievance will be
discussed, materials reviewed, and recommendation for action may be made to the board of education.
Upon decision from the ACA Board of Education, the information as to the action will be communicated
to the individual who submitted the grievance.
Timeline: The administrator will take the grievance to the next education committee meeting. Upon
recommendation from the education committee, the board of education will communicate the action to
the administrator who will in turn notify the individual who submitted the grievance.
*Note Education committee and ACA Board of Education may need multiple months to review
materials, pray and determine action to be exercised.

GRIEVANCES – TEXTBOOKS/CURRICULUM
Parents, guardians, students, or employees concerned with the content of educational materials,
textbook(s), and/or written curriculum that are felt to be offensive or inaccurate may complete and
submit this a grievance form to Ankeny Christian Academy’s Administrator who acts as ACA’s Director of
Curriculum and Instruction.

INCLEMENT WEATHER PROCEDURES FOR THE SCHOOL DAY
If it is raining, if the temperature or wind chill is below 10 degrees F., recess location will be changed.

USE OF SCHOOL FACILITY
ACA facilities, including classrooms, a 285 seat auditorium, gym with wooden floor and electric
bleachers, large lobby, lunchroom and kitchen can be rented on evenings or weekends for approved
events. Contact the office staff for details and to check availability at 515-965-8114. The ACA website
information includes pricing at www.ankenychristianacademy.com.

PARENT SUPPORT OPPORTUNITIES
Ankeny Christian Academy encourages parent involvement. Parents are able to support the school in a
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variety of ways including, but not limited, to the following:
•

•
•
•

•

•


•

Parents are able to sign up to join one of our board committees at the beginning of each school
year.
 Athletic Committee
 Education Committee
 Facilities Committee
 Finance Committee
 Fine Arts Committee
 Prayer Committee
Attend our Parent/Teacher Fellowship meetings
Collect Box Tops
Help with our Athletics
 Concessions
 Admissions
Sign up to be a homeroom parent or assist the homeroom parent with
 Class Parties
 Field Trips
 Track/Field Day
 Teacher Appreciation Gifts (birthday/Christmas)
Volunteer on a weekly basis
 Library
 Recess Duty
 Lunch Duty
Assist with periodic school work days (usually on a Saturday in the summer)
Stop by the office to ask where you can volunteer and watch for emails asking for volunteers

PARKING LOT DIAGRAM
Please remember to follow our parking lot guidelines listed below to maintain a continual flow of traffic
and to keep our children safe during drop-off and pick-up times. Remember that you should NOT park
your car in the pick-up/drop-off line, but park in a parking space such as the two 10 minute spots in our
main lot. The safety of our children is too important; please follow these guidelines! Thank you to
drivers who are exiting the lot south of the gym near the chiropractic building or west end of the
building.
Please read the following directions and refer to the below traffic flow map to ensure parking lot safety
as well as continual flow for motorists:
• Preschool and elementary parents need to enter using the main driveway only and exit south of
the gym by the chiropractic clinic or by the west end of the building.
• Preschool parents, please pull up close to the building so that the teacher can assist you with
your little one quickly.
• Begindergarten – fifth grade parents may drop off your child(ren) at the front door.
• Sixth - twelfth grade parents or drivers, please use the west doors to enter the building.
45

SCHOOL INFORMATION

As you wait to pick up or drop off your child, please use godly conduct demonstrating patience toward
other motorists and children.
At the end of the day, elementary students with siblings in 6th – 12th grade should join their older sibling
at the west doors for pick up. Sixth through twelfth grade non-drivers should meet their pick-up driver
at their parked vehicle.
We appreciate your patience as you follow these expectations. Your children are a blessing, and we
want to keep them safe.
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SCHOOL HOURS
7:30 – 7:55 am
8:00 am
8:00 – 11:00 am
10:45 – 1:00 pm
12:00 – 3:00 pm
3:20 pm
3:30 pm

Student Arrival
Classes begin
Preschool
Lunches
Preschool
Begindergarten and Kindergarten Dismissal
Dismissal

All cars picking up students should remain in carpool line. Drivers must not leave their vehicles
unattended in the carpool line. If you do need to enter the school, please park in the parking lot.
Elementary students who are not picked up by 3:45 p.m. will be taken to after school care. Before and
after school care (Little Eagles Nest) is available to Begindergarten-6th grade. The rate for Little Eagles’
Nest is $20.00 a week for AM or $30.00 a week for PM. Before and after school care drop-in rate is
$7.50 per day. Before school care is available beginning at 6:45 a.m., and after school care is available
until 5:45 p.m. The fee is $35 a day for days when school is not in session (Christmas break, spring break,
snow days, etc.).

SCHOOL IMPROVEMENT ADVISORY COUNCIL
The School Improvement Advisory Council (SIAC) members would love to hear from you if you have
questions or ideas on how you feel improvements could be made at ACA. The SIAC committee meets
quarterly. The SIAC committee is comprised of community members that represent business/industry
and health fields, students, and school administration.

SCHOOL SUPPLIES
School supply lists are available in the front office and on the website.

VISITORS
School Visits - ACA welcomes parents, grandparents, or other family members and adult friends, such as
pastors, to visit our school. Appointments are preferred, but they are not required. Anyone who is not a
staff member, board member, or student of the school shall be termed “visitor,” and any business that
brings you into ACA will be termed a “visit.” In order to protect our students, ACA requires visitors to
follow these guidelines:
1. All visitors are asked to sign in at the office upon entering the building and indicate the nature of
their visit or errand in the building.
2. If you are visiting a classroom, or volunteering in the building, please get a visitor or
volunteer tag to wear.
3. When your visit or business is done in the building, please return to the office to sign out,
then leave the school.
4. Formal Conferences (outside of regular fall or spring conferences) with teachers need to
be prearranged.
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School-age students that are not enrolled at ACA will not be allowed to attend classes during the
school day. An exception will be made for students who are interested in enrolling or those who
the administrator grants permission. Student visits require permission from the administrator as
well as his/her parent/guardian and are limited to two visitors at a time per class.
ACA invites parents/guardians to visit their children’s classrooms to see a specific lesson in
language arts, reading, or mathematics. Visits should be limited to a specific time period of the
class and usually not last for more than 40 minutes. In addition, the following policy applies:
1. No more than two parents (mother and father) per visit.
2. No more than two visits per week.
3. Visits are to be scheduled through the teacher, administrator, principal, or designee.
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ANTI-HARASSMENT/BULLYING COMPLAINT FORM
Name of complainant:
Position of complainant:
Date of complainant:
Name of alleged person/people who demonstrated harassing or bullying behavior(s):

Date and place of incident or incidents:
____________________________________________________________________________________
Description of misconduct:
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
Name of witnesses (if any):
____________________________________________________________________________________
____________________________________________________________________________________
Evidence of harassment or bullying, i.e., letter, photos, etc. (attach evidence if possible):
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
Any other information:
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
I agree that all of the information on this form is accurate and true to the best of my knowledge.
Signature: __________________________________________________ Date: ____/_____/_____
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ANTI-HARASSMENT/BULLYING WITNESS DISCLOSURE FORM
Name of witness:
Position of witness:
Date of testimony, interview:
Description of incident witnessed:

Any other information:

I agree that all of the information on this form is accurate and true to the best of my knowledge.
Signature: ______________________________________________________ Date: ____/_____/______
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Community Service Hours
The purpose of ACA’s community service hours is to develop a sense of responsibility in our
students for their community, demonstrated through a spirit of voluntarism and to live out the
example of Jesus Christ as the True Servant. Graduating students are recommended to complete
80 hours of community service during their High School career. These activities are on a
volunteer basis. Anything for which the student receives remuneration is not considered
community service. Twenty hours per year are recommended in order for service hours to be
listed on students’ transcripts—up to 10 hours can be at Ankeny Christian Academy, but these
hours must be served outside of the school day. Please turn in this form to the main office.
As stated in the ACA Parent / Student Handbook, activities suggested, but not limited to:
Church Activities:
Teacher / Helper
Children’s Church Teacher / Helper
Ushering (15 min. per service)
Nursery Worker

Worship Team
Puppet Team
Tutoring
Mission Trips

Choir
Cleaning
VBS

Community Activities:
Salvation Army
Big Brother / Big Sister
United Way
Tutoring
Habitat for Humanity
Hospitals
Approved School Related Activities

Shelters
Food Pantry
Pregnancy Centers
Red Cross
Easter Seals
Ruth Harbor
Political Party

Nursing Homes
Shut Ins
Special Olympics
Scouts
Make A Wish
Hope Ministries
On With Life

Other activities may be acceptable upon approval of the Administrator and / or Bible teacher.

Name ____________________________________ Freshman
Senior

Sophomore

Junior

Date __________ Site _______________ Supervisor’s Signature
Explanation of Service

____________________________________________________________ Total Hours
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Community Service Hours
Name __________________________________ Freshman

Sophomore

Junior

Date __________ Site _______________ Supervisor’s Signature
Explanation of Service

____________________________________________________________ Total Hours
Date __________ Site _______________ Supervisor’s Signature
Explanation of Service

____________________________________________________________ Total Hours
Date __________ Site _______________ Supervisor’s Signature
Explanation of Service

____________________________________________________________ Total Hours
Date __________ Site _______________ Supervisor’s Signature
Explanation of Service

____________________________________________________________ Total Hours
Date __________ Site _______________ Supervisor’s Signature
Explanation of Service

____________________________________________________________ Total Hours
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ANKENY CHRISTIAN ACADEMY
2016-17 FUNDRAISING APPROVAL FORM

Prior to the start of your fundraising event, all proposals must be pre-approved by the Class Sponsor
or Department Chair (including PTF and Athletics), before submission to the Advancement
Department for final approval.
Date of Request: ________________
Department/Class: ________________________________________________________________________
Contact Person(s): ___________________________Phone Number: _______________________________
Fundraiser Beginning Date: ___________________ Ending Date: _________________________________
Fundraiser Description: ___________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
Location of Event: _______________________________________________________________________
Profit Margin: ________% (minimum of 40% profit is the goal)
Please specify how the profits will be used: ___________________________________________________
Signatures required before submission to Advancement Department:
Class Sponsor/Department Chair: ___________________________________________________________
Athletic Director Signature: _______________________________________________________________
(Signature by Athletic Director is required only if selling at an Athletic Event or using the Athletic Logo.)
---------------------------------------------------------------------------------------------------------------------------------For office use only:
Date Approved: _____________
Advancement Director Signature: __________________________________________________________
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GRIEVANCES FORM FOR EDUCATION MATERIALS, TEXTBOOKS, OR CURRICULUM
Current parents, guardians, students, or employees concerned with the content of educational
materials, textbook(s), and/or written curriculum that are felt to be offensive or inaccurate may
complete and submit this form for review to Ankeny Christian Academy’s Administrator who acts as
ACA’s Director of Curriculum and Instruction.
Name of person filing grievance (will be kept confidential):
______________________________________________________________ Date: ______________
List material(s) or textbook(s) that contain what you deem offensive or inaccurate content:
Subject Area: _______________________________________ Grade Level: ____________________
Name of textbook(s): ________________________________________________________________
Publisher: ____________________________________ Copyright: ____________________________
Page number(s): ________________
Name of supplemental material(s): _____________________________________________________
Date(s) of use (if known): _____________________________________________________________
Other (Be Specific): __________________________________________________________________
Type of information (select all that apply):
Photo
Graphic/Illustration
Text
Other_________________________________
Rationale statement submitted as to why this grievance has been filed regarding the material(s),
textbook(s), or written curriculum: (Use back of form if additional space is needed.)
_____________________________________________________________________________________
_____________________________________________________________________________________
Recommended resolution for grievance:
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Ankeny Christian Academy Computer /Internet Acceptable Use Guidelines and Contract
With the educational opportunity of both the computer and the internet comes responsibility. Part of
our responsibility in preparing students for the future is to teach them to properly use the tools they will
utilize as adults. It is important that you and your child read and discuss the following contract regarding
the use of the computer and the Internet in our classrooms. It is imperative that procedures for online
access are followed. Inappropriate use will result in the loss of on-line privileges and/or basic computer
time as well as appropriate consequences for such violations.
Your child’s use of technology will be supervised while at school. Please be aware that there is
unacceptable and controversial material on the Internet that your child could access despite all of our
precautions. We encourage you to use this opportunity to discuss with your child your expectations and
your family’s values to guide your child’s activities while he or she is using Internet resources. You may
contact your child’s teacher if you have any questions or concerns about computer use or Internet
access by your child.
If you want your child to have the opportunity to access particular resources on the Internet for
educational purposes, please sign and return the attached Computer/Internet Contract. Also have your
student sign the form in the space indicated.
RULES FOR USE OF COMPUTER/INTERNET
The use of the computer and/or Internet resources is a privilege, not a right, and inappropriate use will
result in cancellation of those privileges as well as appropriate consequence for such violations. Signed
Computer Internet Contracts must be on file for the student to have computer and/or Internet access.
Unacceptable uses of the computer and/or Internet include, but are not limited to the following:
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•

Students are not allowed in the computer lab unless attended by an adult.

•

No game playing, email, or internet access without teacher permission. When allowed, these
must have educational purpose.

•

Please treat all equipment with respect. Do not change the settings, cables, or install software
on any computer.

•

Respect the privacy of other computer users. Never attempt to open anyone else’s files or use
another person’s name and password. Never share your password.

•

Print only with permission.

•

Students may access the internet only with teacher permission and supervision.

SCHOOL INFORMATION

•

If you accidentally access an “inappropriate” web site, immediately get out and notify your
teacher or supervisor.

•

Using the network to access a file that contains, inflammatory material, inappropriate material,
or any material not specifically related to the instructional lesson, objective, or assignment.

•

Using the computer to send/receive inflammatory messages.

•

Never give out personal information such as your name, address, telephone number, school
address, or send a picture of yourself or others.

•

Follow copyright laws when using online resources. Be sure to credit the source of information
in your research. This includes facts, graphics, sounds, movies, etc.

STUDENT/PARENT CONTRACT
REGARDING THE USE OF THE COMPUTER AND/OR THE INTERNET AT ANKENY CHRISTIAN ACADEMY
Student Name _______________________________________ Grade ____________ Year ________
As the parent or guardian of this student, I have read the terms and conditions for computer and/or
Internet access privileges. I understand this access is for educational purposes and that Ankeny Christian
Academy has taken available precautions in forewarning and educating all interested parties of the
controversial material that is accessible on the Internet. I also recognize that it is impossible for the
school and its faculty to restrict access to all controversial materials. I will not hold Ankeny Christian
Academy or its employees responsible for materials acquired by my son/daughter on the network in
violation of the Internet/Computer Acceptable Use Contract. Furthermore, I accept full responsibility for
supervision if and when my child’s use of the Internet is not at Ankeny Christian Academy.
I give my permission to my son or daughter to access the internet under the above guidelines at Ankeny
Christian Academy.
Parent Signature _______________________________

Date _________________

I agree to follow and obey the Ankeny Christian Academy Computer/Internet Use Guidelines.
Student Signature ______________________________ Date _________________
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Ankeny Christian Academy
NON-PUBLIC PARENT REIMBURSEMENT REQUEST FORM
Notice to Non-Public Parents:
Iowa Code Section 285.1 requires public school districts to provide transportation services to resident non-public
students that are entitled as per that section. How the transportation service will be provided is to be determined by
the public school district. When funds are appropriated by the Iowa General Assembly and if your public school
district has selected “Parent Reimbursement” as their transportation service type of choice and you meet the
transportation entitlement policy provisions of the public school district in which you live and the non-public school
being attended has been accredited by the Iowa Department of Education, you are entitled to parent reimbursement
as per Iowa Code Sections 285.1, subparagraph 3 and 285.3.
(Iowa Code, Section 285.3) If your public school district selects the “Parent Reimbursement” option, it is your
responsibility as the non-public parent or guardian to notify your resident public school district that you have children
attending an accredited non-public school and its location. In addition, specific information, as requested on this
st
form, must be submitted by the non-public parent or guardian not later than December 1 (for first semester
st
reimbursement) and May 1 (for second semester reimbursement), each year. Failure to submit this request by the
above deadline each semester will result in the denial of the reimbursement request for the claim period.
NAME (Parent or Legal Guardian):____________________________________________________________________________
ADDRESS (Parent or Legal Guardian): _________________________________________________________________________
CITY: _____________________________________________________ STATE: _________________ ZIP: ________________
Is this the location (address) at which the non-public student(s) listed below now reside? [Circle One] Yes/No
(If “No”, indicate beneath the name of each student listed below the address where each non-public student(s) lives.)
[Iowa Code, Section 285.1, subsection 3, limits the number of students that may be eligible for parent reimbursement to
a maximum of three (3) elementary students (K-8) and one (1) high school student (9-12) per family.]
Grade Level
Name - Non-Public
Age of
Distance between
Name-Non-Public Elementary (K-8)
School of Attendance
Student(s)
(Last, First, MI)
Student (this year)
Student’s Residence
(Maximum of 3 Elementary Students)
and Non-Public School
1.
Address:
2.
Address:
3.
Address:
Name-Non-Public High School (9-12)
Student (Last, First, MI)
(Maximum of 1 High School Student)

Miles =
Miles =
Miles =
Age of
Student

Grade Level
(this year)

Name - Non-Public
School of Attendance

Distance between
Student’s Residence
and Non-Public School

1.
Address:
Miles =
I certify that the above information is accurate and that I am a parent or legal guardian of the above named non-public
student(s). I also affirm that the non-public school(s) of attendance is/are accredited by the Iowa Department of Education.
Parent’s or Guardian’s Signature: ___________________________________
RETURN ONE FORM PER FAMILY TO:
Name and address of the resident public school district, Attn: Transportation Department
For public school district use only:
Enter or Stamp Date Received Here:
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Date: _______________

Received by:

