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Mission Statement 

Community Christian Academy exists as a ministry of Community Baptist Church, as such our mission is 

to partner with likeminded families in our community for the raising of their children, entrusted to them 

by God for His glory, and the proclamation of His Gospel into our community that we might make 

disciples to His glory. As such, God’s Word is our authority as we seek to train our students to be useful 

and capable adults in all areas grounded by a genuine love for Him as their Lord and Savior. 

Enrollment 

Enrollment procedures for Community Christian Academy Preschool will mirror those implemented in 

for the rest of the Academy. Applications will be accepted in CCA Central along with the application fee. 

The registration fee per student must be paid and forms must be included and complete. This applies in 

both K3 and K4 classes. Each student must be the appropriate age on or before September 1st to be 

admitted in that age class. Completion of Admission requires the submission of the following prior to the 

student’s first day. 

a. State certified birth certificate 

b. Social security number for student 

c. CURRENT Florida Certification of Immunization Form (DH680) and the State of Florida School 

Entry Health Exam Form (DH3040) 

a. Religious Exemption Forms can be obtained from the Health Department and are 

accepted in place of Immunization DH680  

d. Emergency Contact Information* (displays allergy, special medication requirements, as well 

as emergency contact information) 

e. Approved Pick Up Persons Form* 

a. Each person approved to pick up the enrolled child must provide a copy of their 

driver’s license with the submitted form for the purpose of matching at pick up. 

*part of standard enrollment form 

Placement Standards 

Children will be placed in the appropriate class based on their age by the local September 1st guideline. 

Exceptions to this guideline may be made at the discretion of the Director and Administration. Standards 

for exception include space availability, intellectual/physical maturity, resources for accommodation, 

and willingness for parent partnership.  

In general students admitted into the 3-year-old class will need to be potty trained/in progress towards 

bathroom independence and be emotionally mature enough to handle a group setting without a parent 

present. Students admitted into the 4-year-old class will need to qualify for VPK through the Early 

Learning Coalition or be aware that tuition will be their responsibility. Students in the 4-year-old class 

must be able to use bathroom facilities independently. In both cases it is acceptable for a student to have 

a “trial day” so that staff can gage which class they are most suited for, or if they are suited for the 

program at all. 
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2022-2023 Preschool Tuition Rates & Fees 

Full Time Mon-Fri  8am-3:15pm $160 a week/$85 if VPK 

Part Time Mon-Fri  8am-12:00pm $85 a week 

VPK only Mon-Fri  8am-11am Free 

Preschool Registration $100 

Supply Fee $75 

After School Care (3:30-4:00pm) $2 a day 

 

Financial Policies 

Non-Refundable Registration Fee: Parent/Guardian understands that the registration fee must 
accompany the registration papers and is non-refundable. Registration fees are collected annually. 

Tuition and Fees: Parent/Guardian understands that tuition is due each week/month regardless if your 
child is in attendance or not. No credit is given for scheduled holidays or school closings.  

Payment: Parent/Guardian agrees to pay the tuition rate reflected on the tuition agreement for the 
program that your child will attend. Parent/Guardian understands that an electronic funds transfer 
authorization form (ACH) must be completed and kept on file.  

Supplies/What to Bring to School 

1. Full change of clothes in a gallon zip-top bag to be kept at school in case of emergency. 

2. If student needs pull-ups, please send a full package (with your student’s name on it) to 

leave at school.  A teacher will let you know when it needs to be replenished. No diapers are 

allowed. 

3. Kinder-type Nap mat with small pillow and/or blanket: small, no-noise making stuffies are 

welcome comforts, but will be stowed away until naptime 

4. Students are permitted to keep sweaters in classroom as classrooms are sometimes cool. 

5. Small bags are permitted but please no full-sized backpacks due to limited room classroom 

space. 

What NOT to Bring 

1. Full-sized backpacks 

2. Toys  

3. Glass containers (drinks or food) 

 

Dress Code 

Students enrolled in preschool classes should come to school in comfortable clothes and closed-toe 

athletic shoes suitable for both indoor and outdoor play.  

Any images or messages conveyed on clothing should be in adherence to the Standards of 

Community Christian Academy. 

The last Friday of every month is CCA Spirit Day, students may participate by wearing school colors 

of Navy Blue, Grey, and/or White. 
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Student Conduct Expectations and Goals 

The following is a list of the rules the students will be taught and expected to grow in as practiced. 
 

1. We Obey: We listen and we do the first time we’re asked with a joyful heart. Philippians 2:14 
2. We Always Work Hard: We never quit. Colossians 3:23 
3. Looking Eyes and Listening Ears (we raise our hand to speak) Romans 12:10 
4. We are Kind. Galatians 5:22 

Discipline and Discipleship 

Mirroring the mission of Discipleship held by the Academy and Church, we will hold to the following 

biblical guidelines: 

- The teachers and, when necessary, the administration, with love and forbearance, will 

determine the method and severity of consequences for misbehavior, weighing individual 

student’s problems and attitudes. 

- Biblical principles regarding love and forbearance, transgressions and consequences must 

guide all disciplinary actions, which may include private and public apologies, damage-

restitution, and restoration of broken fellowship 

- Repentance, grace, and forgiveness must remain integral to the discipline of students. 

Classroom Discipline Procedures 

The discipline system in our classroom is designed to train students how to obey with a joyful heart. 

Prompting each student with a desired goal and a given instruction.  
 

First offense: Name on the board → light consequence  

Second offense: one check mark → heavier consequence, parent email 

Third offense: two check marks → conversation with Director, parent email 

Fourth offense: three check marks  → sent to Administrative office, parent email 

 

Students who have earned consequence will be given a chance to sit aside from activity and given 

instruction towards the Biblical goals listed above, asked to seek their classmates’ forgiveness if 

necessary, and given opportunity to “try again” if appropriate to the situation. Full-time students will be 

given the opportunity to earn a “re-set” where check marks are erased at noon. 

 

Under no circumstances will corporal punishment or targeted humiliation be utilized in our classrooms. 

Discipline will never be associated with toileting, rest, food, or outside play. 

 

Even within the preschool classes, we operate with the understanding that staff and families are 

partnering together for the edification of the students. 

If at any point it becomes clear to one or both parties that a partnership not possible, the Administration 

reserves the right to revoke the student’s enrollment in the Preschool program. 

Reward System: 

When students are demonstrating obedience, kindness, preference to others, perseverance, and self-
control, they will be praised both individually and as a whole class. They will receive incentives that can 
accumulate to individual and whole class rewards/privileges. This is meant to demonstrate and teach the 
realities of blessing that comes with individual and corporate faithfulness. 
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Daily Procedures 

Drop Off/Pick Up Procedures 

Drop Off will be from 7:45-8:00am.  

Students will be brought to the classroom; A-2 for 3-year-old class, A-1 for 4 year old 

class/VPK students. There the parent or guardian will find their child’s file, writing the time 

of arrival and signing on the appropriate line.  

All preschool classes will begin at 8am.  

VPK will run from 8am-11am. VPK parents may pick up their students from 11-11:15am.  

Pick Up will be from 12-12:15pm for part time students and 3:15-3:30pm for full time.  

Approved Pick-Up Persons will obtain their children from the classroom, showing ID and 

signing their child out. 

Children left in class after 3:30pm will be signed into the AfterCare program. Aftercare will 

operate from 3:30-4:00pm. Students may attend any days for a fee of $2 a day. 

If your student is not picked up by 4pm, late charges will go into effect at $1.00 per minute. 

Early pick-up is acceptable but must come through CCA Central. 

 

Classroom Schedules 

Daily class schedules will evolve as the semester goes on, reflecting the growth of your 

child and their peers. Despite this developing plan, the routine will remain similar.  

Students will have indoor exercises/physical activity, a morning snack, outside play time, 

both group and small group lessons, lunch, and a nap/quiet time. Your child’s teacher will 

keep you informed about changes to your child’s day. 
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Lunch 

Students can bring their own lunches to school each day or purchase their lunch at school. 

Parents should provide a balanced lunch, since good nutrition is essential for a child’s best 

physical and mental health. 

Purchased lunches are to be prepaid online through your FACTS SIS account. We offer a 

hot lunch Monday through Friday for both Grammar and Upper School. Costs can be 

provided by the school office. All hot lunches for the week must be preordered by Monday 

8:00am of that week. 

There is no option to order hot lunch on a day-to-day basis as items are purchased and/or 

ordered based on the projected forecast. This system of preordering is efficient and has 

proven to keep costs down for our families. 

Children will be instructed against sharing food, but please review this rule with your 

student 

Parents are encouraged to visit campus for lunch with their student during the student’s 

regular lunch time. These visits should be scheduled with the student’s teacher and have 

administrative approval. Compliance with CCA’s fingerprinting policy is required. Please 

obtain a visitors pass from the school office. 

Birthdays/Celebrations: parents may send in small treats for the class to enjoy on special 

occasions. Please provide napkins, plate, utensils, whatever is needed as well. 

Snacks 

Both classes will have a scheduled morning snack. Please provide a healthy snack that will 

provide your child with energy until lunch time.  Ideas: veggie sticks with hummus, granola 

bar, apple slices, trail mix, yogurt, cheese sticks/slices, pretzels, meat sticks, crackers, etc. 

Students staying for After Care will be permitted another snack, so please pack 

accordingly. 

Chapel 

CCA holds Elementary Chapel every Friday morning from 8:10- 9:00am in the Community 

Baptist Church Sanctuary. Preschool Classes are welcome to attend. Visitors are welcome! 

Please just sign-in at CCA Central. 

Special Programs 

As the church and school offer several special programs throughout the year, the 

Preschool Teachers will communicate with parents the programs they will be attending. 

Parents are welcome to join! Please just sign-in at CCA Central. 
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Communication 

Students will take home daily folders in which will hold a calendar with behavior report 

and any other important information. Any major events or incidents will be documented, 

and further parent contact (by phone or email) will be made. Teachers will send weekly 

email updates about what your students are learning, and upcoming events. 

Teachers are best reached by email between the hours of 8am-4pm. Please don’t hesitate 

to reach out, we truly desire to be partners with you in caring for your littles! 

Ms. Sara Bolton 
3 year-old class 
sbolton@ccacougars.net 
772.288.2772 ext 2206 

Mrs. Stephanie Guajardo 
4 year-old class 
sguajardo@ccacougars.net 
772.288.2772 ext 2205 

 

Attendance 

Absences: 

If your student is absent due to illness or unexpected circumstances, please call or email 

their teacher. If your student will arrive to class after 8:15am, please give his/her teacher 

notice. 

1. Illness 

a. Students will be sent home if they have a fever more than 100 degrees F., 

vomit, have nasal discharge that isn’t clear, or if they have 2 episodes of 

diarrhea while at school. If your student is sent home due to these 

conditions, they may not return to school for 24hours. 

b. If a child is not feeling well, he should be kept home. 

c. In the case of serious illness, a doctor’s note clearing the child may be 

required prior to the child returning to class. 

d. Ultimate decision made regarding the child’s health and the risk they 

pose to other children at Community Christian Academy is left to the 

discretion of school administration.  

e. The school administration will make any necessary decisions regarding 

notification of health issues 

 

Incidents/Emergencies 

Incident Reports will be completed for any types of illnesses or injuries that occur during 

the school day and provided to the parent. We will attempt to contact parents immediately 

concerning any head or serious injury or illness. Emergency medical services will be 

sought as needed. 

  

mailto:sbolton@ccacougars.net
mailto:sguajardo@ccacougars.net


9 
 

Parent Opportunities 

As a ministry of Community Baptist Church, Community Christian Academy welcomes the 

interaction of students and their families. 

Parents are welcome to visit for lunch, attend chapel and other special events, and to 

volunteer in the classroom. For the safety of our students and staff, all volunteers must be 

fingerprinted through the Martin County Sheriff’s Office. Please also let your student’s 

teacher know of your interest so they can plan for and accommodate your visit. 

Ask about P.A.W.S.- Parents Always Willing to Serve! 

Both the church and school offer numerous opportunities for fellowship and fun 

throughout the year in the form of festivals, conferences, sporting events, and programs. 

Please do come and enjoy time together as a family! 

Voluntary Pre-Kindergarten (VPK) Policies 

The Voluntary Pre-Kindergarten Attendance Policy requires children be present unless 

absent for one of the following ten reasons listed below. “Unlimited absences” are not 

allowed. Excessive absences may jeopardize the student’s enrollment in the Voluntary 

Prekindergarten Program offered by Community Christian Academy. 

The documentation for all excused absences will be retained by Community Christian 

Academy for monitoring purposes and to meet requirements set by the Early Learning 

Coalition who govern the VPK program locally. 

Excused Absences: 

1. Illness or injury of child or immediate family member which requires 

hospitalization or bed rest. 

2. Physician or dentist appointment 

3. Infectious disease or parasitic infestation 

4. Funeral service, memorial service, or bereavement upon the death of the child’s 

family member 

5. Life-threatening illness or injury of child’s family member 

6. Compliance with a court order (e.g. visitation, subpoena) 

7. Special education or related services of the child’s disability 

8. Family vacation not to exceed five excused absences per program year 

9. Extraordinary circumstances beyond the control of the child and the child’s 

parent. 

The validity of the extraordinary circumstances will be determined by the VPK 

Director 

 

Due to the academic nature of our program, parents of children enrolled in VPK agree to be 

consistent with their child’s attendance.  540 hours of instructional time will be provided. 

Parents agree to ensure their child is in attendance for at least 80% of the VPK program 

hours. Parent also agrees to sign the appropriate state paperwork verifying attendance on 

a monthly basis.  Community Christian Academy Preschool reserves the right to request 

removal of a child if attendance is sporadic or inconsistent. 

 


