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Acceptance of Parent-Student Handbook

As a condition of enrollment at Arizona Cultural Academy & College Prep, all
parents/guardians, and all students (Grades 1-12), must have read, understood
and explicitly accepted the policies set forth in the current Parent-Student
handbook and do agree to comply with all current and future school regulations.
Parents and guardians of younger students should explain the rules if the student is
not able to read the Handbook.
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In the name of Allah the Beneficent the Merciful
Introduction
Dear ACA Parent,
Asalamu ‘Alaikum, and welcome to the ACA family!
We would like to welcome you and your children to the ACA family,
programs and facility and sincerely hope that the ACA experience will meet and
exceed your expectations.
ACA was founded with a well-defined mission: delivering “high standards of
youth education.” Our motto “Quality education is an Islamic mandate” reflects
both our long-term goal and philosophy. We have confidence in speaking on behalf
of every teacher and staff member of the ACA Team that our commitment is to
accomplish this goal in a safe environment where learning is maximized. Your
involvement is greatly appreciated and you are encouraged to join our PTA
(Parent Teacher Association), the School Council, and many other school task
supporting teams. This handbook is an outline of the ACA policies and procedures
of our programs. Your understanding and support of these policies and procedures
is essential for us to ensure the safety and wellbeing of your child (children).
We thank you again for your interest in ACA, and for entrusting your
children’s education to our staff. Together we can build a bright future for our new
generation. We have put our trust in Allah to achieve our common goal of quality
education.

Sincerely,
ACA Board of Directors
ACA & College Prep Staff

7

VISION OF ACA 2016
Arizona Cultural Academy is a private, Islamic prek-12 school and college prep, with leadership
that aspires to build a dream educational and cultural institution, to become
1. A leader among Islamic schools in the country
2. A model for a fast track academic education
3. A model for learning, working and thriving in an Islamic environment for the community at
large
4. To achieve a steady growth in size, stature and performance
5. To fulfill the educational aspirations of the community it serves in the era of changing world
and global economy
6. Attracting the best and brightest students, who will mature into upright, tolerant, and lawabiding citizens, each of whom will aspire a unique grand purpose of life, and play a leadership
role in society
7. Enjoying major support of the community in general, and philanthropists in particular, who
will provide ACA with long term financial stability
A. As to become the preferred Muslim employer in the region, with capacity to recruit
and retain highly qualified, effective staff and faculty
B. At the same time keeping tuition affordable by most families of the community
8. Promoting the spirit of sharing and cooperation in the community across socio-economic
spectrum
9. Creating a model for fully integrated, multi-ethnic community.
10. Being a major center for youth activity, promoting positive peer pressure, offering variety of
programs in education, sports and entertainment for the local community
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MISSION OF ACA 2016
1. To promote moral values based on the authentic teachings of mainstream Islam and create a
clean, nurturing and learning environment for the faculty and students
2. To promote high standards of youth education as measured by national achievement tests.
3. To offer students challenging curricula and create for them real opportunities for high
academic achievements including a college Associate’s degree or substantial college credit
hours, during high school years
4. To integrate the best Islamic, Arabic, and academic curricula, aligned with standards of North
Central Association – AdvancED organization, in a comprehensive program.
5. To promote a culture of responsibility and self-reliance.
6. To teach interfaith tolerance, promote respect, harmony and reject violence as means of
promoting the faith or advancing Muslims interest.
7. To provide positive reinforcement for the youth through healthy sports, entertainment and
social activities.

Non- Discrimination Policy
The Arizona Cultural Academy & College Prep prohibits discrimination against current or
prospective students and employees on the basis of race, color, gender, religion, national origin,
age, disability, sexual orientation, or any other legally protected characteristic. The Arizona
Cultural Academy & College Prep does not by this non-discrimination statement disclaim any
right it might otherwise have to maintain its commitment to its Islamic identity or the doctrines
of the Islamic Faith.
It is the policy of the Arizona Cultural Academy & College Prep to employ and promote
personnel regardless of the foregoing characteristics, unless one or more of them are a bona fide
requirement of a particular position. The Arizona Cultural Academy & College Prep is firmly
committed to a policy of equal opportunity in all aspects of employee relations, including
employment, salary administration, employee development, promotion and transfer.
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School Division
Arizona Cultural Academy offers the following academic levels:
1.
2.
3.
4.
5.

Early Montessori Center: ages 1-3
Montessori: ages 3-6 (equivalent to Pre-K and Kindergarten)
Elementary: Grades 1-5
Middle School: Grades 6-8
High School/ Junior College: Grades 9-12
Grades 9-12 are awarded credits that translate into a GPA (Grade Point Average),
equivalent to that of Arizona public high schools.

Admission
All prospective students entering Grade 6 and below must take MAP (Measurement of Academic
Progress by NWEA) placement test. Prospective students entering Grade 7 and above must take
ACT series assessment (Explore, Plan, ACT). Prospective students entering Grade 9 and above
must take Maricopa Community College Placement Assessment. A negative drug testing result is
a must as a part of the admission requirements for any new student entering Grade 7 ~ 12.
A parent conference shall be conducted if the student’s MAP result is below the grade level to
discuss the improvement plan. During the conference, the parent should provide the academic
file from the previous school(s) attended including report card, discipline file, transcript, and
standardized test report to determine whether the student will
1. Have the second opportunity to take the placement tests; or
2. Take the placement test of one grade lower; or
3. To be enrolled in the current grade level but under a contract of to be demoted to one
grade lower if the student is unable to maintain a “C” letter grade in Math, English,
Science, and Social Studies in the first quarter. The contract will be renewed quarterly
for the first year of enrollment and maybe extended with a report of adequate progress.
Under ALL circumstances, ACA reserves the right to determine the grade level of the
prospective student to be enrolled.
Can we talk about drug test for all new students and random drug test here, please?

Attendance Policy
The right and privilege of attending a private school carries with its certain responsibilities on the
part of parents and students. It is important that parents and students recognize the direct
relationship between academic success and regular school attendance. Students should remain
out of school only when absolutely necessary. Much classroom activity cannot be replicated;
class discussion and participation is lost forever to those who are absent. ACA is not responsible
for the student’s under expected academic achievements due to excessive absence. Our school
day starts at 7:50 AM and ends at 3:20 PM. Regular daily attendance is required of all students.
ARS 13-3613 requires that parents not commit any acts contributing to a child's dependency or
delinquency. This includes failing to send a child to school. Contributing to the dependency or
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delinquency of a minor is a criminal offense. The consequences include:
 A fine of up to $2500 AND
 Two possible jail sentences of up to six months
The parents/guardians are expected to call the attendance line or email to the school on or before
the day (s) of the absence.
To report absences or tardiness please notify the School Office at: 602-454-1222 between 7:00
and 9:00 AM on the morning of the absence. The school must receive notice before 9:00 AM.
Otherwise, the absence will be considered unexcused.
State law mandates that the school record reasons for all students absences; therefore, all
messages must include parent name, student name, date, time and reason for absence. The school
office is responsible for informing the teachers about the student’s absence in a timely manner.
Any student who misses 15 minutes of a class will be marked as absent for that class. Middle and
High school/College Prep have more specified expectations stated in later section.

Excused absences
All excused absences shall not exceed ten days.
1. Mandatory civic duty: Duty notice shall be submitted to the office.
2. Personal illness: Only a doctor’s note or a maximum of ONE day signed and dated
parental note will be honored as an excused absence for personal illness. If a student
does not bring a parental or doctor’s note, the absence becomes unexcused.
3. Visit to the school infirmary: The student will only be admitted back to class after
receiving a note from the School Nurse/Secretary. A maximum of ONE class period
can be granted as excused.
4. Hajj: Up to 7 additional school days beyond Eid Holiday posted on the school calendar
or with special permission beyond 7 days given in writing to Principal.
5. In School Suspension: Course assignments for students on in school suspension will be
provided by the teachers before each class begins with the purpose of enabling students
to remain current in their assigned course work. Credit will be given for the work
assigned on in school suspension. If a student fails to serve In School Suspension, he or
she will be assigned an automatic out-of-school suspension.
6. School related absence: If a student misses class due to a preapproved school related
activity, such absence shall be counted as the equivalent of regular attendance. Upon
returning to school from such absence it shall be the responsibility of the student to
consult with his/her teacher(s) regarding arrangements to make up missed work,
assignments, and/or tests in accordance with the time schedule specified by the
teacher(s).

Unexcused absences
All other absences than the above mentioned excused absences are unexcused. Unexcused
absence must not exceed five days. It will be reported to the proper authority when the limit is
reached.
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Prayer attendance
Prophet (PBUH) said in an authentic Hadith, “Order your kids to pray at 7 years old…” Prayer is
part of ACA school day where attendance is recorded, and all school attendance policy applies.
Athan is called daily at 12:45PM and all students are expected to respect and obey prayer,
masjid, and school rules.

Tardy
All students shall be in the class at 7:45 AM. Students will be marked tardy after 7:50 AM. Any
student who enters the class after the 2nd bell rings is marked tardy. A total of 3 tardy is
equivalent to 1 day unexcused absence. Arrival after 8:00 am is marked absent.

Leaving School Early
In the event that the student leaves early from school, such early departures shall be recorded as
excused or unexcused in accordance with the standards articulated in this policy. Early departure
shall be signed out by parents/ guardians at the time of departure. Students who drive to school
will NOT be allowed to leave without parent’s note.
All absences whether excused or unexcused shall not exceed 15 days. The parent will be notified
that the student’s readmission in the following academic year is jeopardized due to excessive
absence.

Arrival and Morning Procedure
Arizona Cultural Academy & College Prep welcomes students from all over the Valley.
We understand that many families have a long commute to school and that being on time takes
effort and planning.
We support your efforts to get your students to school on time and we want to emphasize
the importance of a student being in class for the beginning of a lesson. This is the time the
teacher introduces the lesson, the objectives and an overview of what they will be doing in class.
The first period in the morning is especially critical because it sets the tone for the school day.
Students who are late might miss the morning announcements, the beginning of a quiz or a
review of homework.
Teaching our students to be on time is part of our Character Education Program that
reinforces the importance of respect for rules, other people’s time and for the learning process.

Morning Procedure:
It is the responsibility of every student in grades 6-12 to be prepared with the correct books
from their locker before the start of the 1st period.
➢ 7:30 am. Staff clock in for duty and go directly to classrooms. Montessori teachers take
students to class from the drop-off lanes according to their schedule.
➢ 7:45 am - Warning bell to alert students that school will start in 5 minutes.
➢ 7:49 am - Alert bell that students have 1 minute to be in their classrooms.
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➢ 7:50 am - Start of School Bell
- Gates locked
- Morning Du’aa, assembly, and office announcements.
 7:50 am - Attendance taken: students who arrive after 7:50 am are marked tardy.
 Students arriving after 8:05 am are marked absent unless they have a valid
excuse like a doctor’s appointment or an emergency.
Thank you for your support and cooperation with our morning procedures. We request that you do not
use this morning time to talk to teachers about concerns, but rather go through the office to make an
appointment to speak to your child’s teacher as needed when they can give you their full attention.

Uniform & Dress Code
It is the responsibility of the parents to ensure that their child (children) leaves home properly
dressed and groomed for school and school-sponsored activities. Students are expected to be neat
in their personal grooming, observe the standards of Islamic clothing, moderation, and good
taste.
This includes before school, lunch break, prayer, after school activities, and all times the students
are on campus.
Students should be in full school uniform on the first day of school. Exceptions need to be
approved by the Principal and School Counselor. Neatness, cleanliness, and modesty in dress are
essential in our Islamic school environment. Students’ clothing must be clean and in accordance
with our uniform code. Some elements of the uniform must be purchased from the retailer
designated by ACA (see below).

Grades 1-12 Boys
1. Black pants can be purchased by any vendor as long as the minimum standards are
met. Uniform styled solid black dress pants with a waistband that has belt loops. Pants
should be straight legs hemmed or cuffed to the proper length.
The following styles are NOT permitted: hip hugger, skinny/very tight, baggy, cargo,
carpenter, or parachute. No denim or nylon like material, no grey, stripes, background or
lettering is permitted.
2. Light blue polo shirts with ACA logo can be purchased from Dennis Uniform.
3. Black shoes may be purchased from any vendor.
4. Black socks may be purchased from any vendor.

Grades 1-5 Girls
1. Black pants can be purchased by any vendor as long as the minimum standards are
met. Uniform styled solid black dress pants. Pants should be straight legs hemmed or
cuffed to the proper length.
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The following styles are NOT permitted: hip hugger, skinny/very tight, baggy, cargo,
carpenter, or parachute. No denim or nylon like material, no grey, stripes, background or
lettering is permitted.
2. Light blue polo shirts (long sleeve preferred for all, and mandated for 5th grade) with
ACA logo can be purchased from Dennis Uniform.
3. Black shoes may be purchased from any vendor.
4. Black socks may be purchased from any vendor.
5. No decorative hair accessories, beyond plain bands or clips for neatness.
6. A white prayer scarf must be brought to school. Please note that if your daughter is
wearing a short-sleeved polo uniform shirt, the prayer scarf MUST be long enough to
cover the arms to the wrists.

Grades 6-12 Girls
1. Black pants can be purchased by any vendor as long as the minimum standards are
met. Uniform styled solid black dress pants, or back skirt loose fitting ankle length.
Pants should be straight legs hemmed or cuffed to the proper length. No stripes, designs
or writing on the pants.
The following styles are NOT permitted: hip hugger, skinny/very tight, baggy, cargo,
carpenter, or parachute. No denim or nylon like material, no grey, stripes, background or
lettering is permitted.
2. Long sleeves Monaco Blue shirts purchased from East Essence.
http://www.eastessence.com/islamic-clothing/Arizona-Cultural-Academy-College-Prep/
3. Black shoes may be purchased from any vendor.
4. Black socks may be purchased from any vendor.
5. White hijab and white or black under-scarf used with a simple pin/ style. All hair and
neck area must be covered, purchased from any vendor.
PE Uniform
All students must wear black pants with the required PE shirts on PE days. Gym pants may be
worn if they are solid black. If preferred, students will be allowed to change for the PE period.
They may wear grey t-shirts and gym pants during PE only. Please see the ACA School policy
for dress code violations.

Cold Weather
During cold weather, students may wear solid black jackets over their uniform (girls are not to
tuck their tops into shorter jackets). Please write your child’s name on a label in the jacket to
avoid unclaimed jackets being sent to Lost and Found.

Hair/ Earrings/ Jewelry
No Nail polish or color should be used on nails.
No excessive makeup including but not limited to foundation, eye color, lipstick mascara, and
eye liner.
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No exaggerated jewelry including but not limited to large chains, rings, bracelets and hijab or
hair accessories.
No body-art or piercings temporary or otherwise.
Girls’ grades 1-4 should have hair that is neat, clean, moderate and natural in color. No use of
excessive gels and hairsprays. Hair should not be in the child’s eyes and must be neat and clean.
No exaggerated hair styles or extensions.
Girls’ grades 5-12 are to be wearing their hijab at all times
Boys’ hair should be neat, clean, natural in color, and moderately cut (above the collar in the
back and above the eyebrows in front and above the middle of the earlobes on the sides). No use
of excessive gels and hairsprays. Hair must be neat and clean. No exaggerated hair styles or
extensions.
No goatees, exaggerated or inappropriate beard or sideburn styles.
Boys are not to wear hats, caps, head gear, makeup or jewelry of any kind on campus. Jackets
with hoodies need to be worn with the hood down on campus at all times.

Items not permitted
School is a place where students come to be educated. We believe that there are certain items
which disrupt the educational process, and therefore are not permitted. The following is a
representative list including, but not limited to those, items that will not be allowed for a student
to carry on him/herself or in the backpack at school:
 Video Cameras
 Smart watches
 Technology devices without permission slip
 Laser Pointers or similar devices
 Pets/Animals
 Skateboards/roller-skates/in-line skates/ “heelies”
 Water guns/aerosol cans
 Pocketknives
 Large dollar bills, ($20 is the most only on field trips)
 Medications and all kinds of medicine. These must be handed over to the Infirmary to be
administered by the School Nurse.
 Game-boys, Nintendo, iPods, MP3 players and other personal devices
 Anything deemed inappropriate for the learning environment
 Exceptions may be made for special activities or classes that require any of the above. All
items considered unacceptable will be confiscated and will not be returned till the end of
the school year. ACA accepts no liability in loss, cost, replacement or revenue of
confiscated items. Administration reserves the right to use discretion in defining
unacceptable items.
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Cellular Phones / Smart Watches/ /Other Electronic Devices Policy
In an effort to maintain a proper and safe learning environment for our students, Cellular Phones
and other personal communication devices are not permitted for use on campus during school
hours. Considering student’s privacy and liability issues, students are permitted to possess their
cell phone; however the following facts must be taken into consideration:

Disciplinary Actions:
 Phones must be turned off and concealed at ALL times during school hours 0f 7:50 am to
3:20 pm.
 Any non-permitted use or possession of a cell phone will result in confiscation of the
phone and disciplinary action. Only parents or legal guardians may retrieve confiscated
phones, and must do so during school hours from the main office.
 If any student is caught with a turned on or in use phone during school hours, phone will
be confiscated and returned the next day for the first offence.
 Second offence phone will be confiscated for 3 school days.
 A third offence will lead to an out of school suspension with loss of grades.
 Testing Areas are cell phones free; students must leave their cell phone in the designated
area during testing.
 In addition to the implementation of cell phone policy, students may face other
consequences that might be associated with the cell phone use on campus such as
technology misuse, cheating…
 Senior students may request to use their phone in the office with permission from the
principal or vice principal when communicating their college advisor.
 No iPods', headphones, laptop, I pads and any other devices allowed on campus during
school hours unless it is for a classroom activity. All devices need to be checked in a
locked cabinet with the classroom teacher or the administration at other times. Any loss is
the responsibility of the students.

Gum Policy
ACA is a gum free campus. Please see discipline policy for non-compliance in previous table. It
is the responsibility of all teachers and staff members to refer students who are not in compliance
with the policy by referring them to the Administration.
First Offense: Advanced Parent notification via school counselor, campus beautification
projects during lunch hour or advanced parent notification accompanied with $20 Donation.
Second Offense: Advanced parent notification via school counselor, campus beautification
projects during two lunch periods or advanced parent notification accompanied with $40
Donation.
Third Offense: Advanced Parent notification via school counselor for Saturday School or
advanced parent notification accompanied with $50 Donation.
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Cafeteria
All food and snacks need to be eaten in the Cafeteria. Lunches may either be brought from home,
or purchased from the cafeteria. The present cafeteria has only been approved as a “warm-up
kitchen”. We may only reheat foods in a microwave, or serve cold food. Please remember that a
microwave may not be available for your child’s use because of the number of students needing
to warm up food. We recommend sending sandwiches or picnic-type food that does not require
re-heating.
Food in the cafeteria is available for purchase by students who either have a positive account
balance with the ACA Manager or possess money to buy the food item. Students with a negative
account balance or who have forgotten their lunch/money at home will be served a jelly
sandwich for a limited time.
Students are to follow cafeteria rules. Failure to do so will result in disciplinary actions which
might include but not limited to loss of recess and other privileges. All students are expected to
clean up their eating space and dispose of their own trash.

Locker room
The administration has the right to search school property temporarily assigned to students, when
there is reason to believe that some material or matter detrimental to health, safety, and welfare
of the student(s) exists. ACA has the right to seize anything inappropriate.
Items provided by ACA for storage (desk, lockers) of personal items are provided as a
convenience to the student but remain the property of the school and are subject to its control and
supervision. (Students have no reasonable expectancy of privacy, and lockers, desks, storage
areas, etc., may be inspected at any time, with or without reason, or with or without notice, by
school personnel.) Lockers are to be kept neat, clean, and free of sticker, decals, and food items,
etc. Students are responsible for buying their own locks for the lockers. Students will need to
bring a combination lock to receive the privilege of locker use. Lockers are to be kept locked at
all times.
ACA is not responsible for materials lost or stolen from lockers. Entering or attempting to enter
or break in a student’s locker can be interpreted as an attempted theft and is subject to
disciplinary action. Infractions of locker rules will result in disciplinary action.

Technology
Technology is available at ACA through the use of voice, video, and data network access by
students and staff.
We are very pleased to bring access to technology at ACA and believe the use of technology
offers vast, diverse, and unique resources to our students and staff. The goal in providing this
service to students and staff is to promote educational excellence by facilitating resource sharing,
innovation, and communication using the available technological resources. A portion of the
resources available at ACA provides for access to the Internet. The Internet is an electronic
highway connecting computers and users worldwide. Students and staff have access to:
1. Electronic mail communication with individuals and organizations throughout the
world.
2. Information and news from multiple commercial, non-profit and governmental
organizations.
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3. Public domain/freeware software and shareware.
4. Discussion groups on various topics.
5. Numerous data bases covering various topics for research.
With access to computers and people all over the world also comes the availability of material
that may not be considered to be of educational value in the context of our school setting. ACA
is taking reasonable precautions to restrict access to controversial materials. However, on a
global network it is nearly impossible to control all materials. Therefore, an industrious user may
discover information which may be deemed controversial or inappropriate in our school setting.
We at ACA firmly believe that the valuable information and interaction available on the internet
far outweigh the possibility that users may procure material that is not consistent with the
education goals our school and community.

Technology Use Agreement-Terms and Conditions
Acceptable Use of Technology: The role of technology at ACA is to support research
and education. User access to the ACA technology resources must be in support of
education and research and consistent with the educational objectives of ACA.
Transmission of any material in violation of any Islamic, U.S., or state regulation is
prohibited. This includes but is not limited to: copyrighted material, threatening or
obscene material, or material protected by trade secret.
2. Copyright Issues: Copyright is a protection the law provides to the authors of “original
works of authorship” for their intellectual works that are “fixed in any tangible medium
of expression,” both published and unpublished (Title 17, United States Code). It is
illegal to violate any of the right provided by the law to the owner of the copyright. ACA
respects the ownership of intellectual material governed by copyright laws. All ACA
students and staff are to comply with the copyright laws and the provisions of licensing
agreements that apply to software; printed and electronic materials, including
documentation; graphics; photographs; multimedia, including musical works, video
productions, sound recordings and dramatic works; and all other technological resources
purchased/ licensed by ACA.
3. The use of technology at ACA is a privilege, not a right, and inappropriate use will result
in a cancellation of those privileges. The administrators at ACA will deem what is
inappropriate use according to current policy. Also, the administrators may close an
account at any time as required.
4. Students and staff at ACA are expected to abide by the generally accepted roles of
technology etiquette. These include (but are not limited to) the following:
a. Be polite and use appropriate language.
b. Do not reveal personal information about yourself and others in your electronic
communication.
c. Electronic mail and storage of data on ACA computers is not guaranteed to be
private. ACA is obligated to report illegal activities to the authorities.
d. Do not use technology in a way that would disrupt the use of technology by other
users.
e. All communications and information accessible via the Internet is considered to
be private property and should be treated as copy written material unless
specifically stated otherwise.
1.
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5. Vandalism is defined as any malicious attempt to harm or destroy data of another user.

This includes but not limited to the uploading, downloading, or creation of computer
viruses. Violations may result in disciplinary consequences and privilege loss.
6. Inappropriate use of Internet and Technology: All activity deemed unacceptable,
inappropriate or illegal by Arizona Cultural Academy is prohibited. Such activity may
include, but is not limited to, the following:
a. Intentionally downloading, displaying or sending pornographic, racist or
otherwise offensive material to ACA students or faculty.
b. Using obscene or profane language.
c. Harassing, insulting, attacking others, or cyber bullying.
d. Damaging computers, computer systems, or networks. This includes but is not
limited to
i. Modifying single-workstation Control Panel settings, spell-checking
dictionaries or other utilities.
ii. Installing, or attempting to install, software without express permission
from appropriate authorities
iii. Changing hardware configuration settings for computers or printers
e. Using other users’ passwords to access network resources.
f. Visiting, using, and viewing websites like myspace.com, facebook.com and
youtube.com without any academic reason and permission from the appropriate
authorities.
7. Appropriate Use of the Internet in Completing Academic Assignments: each student has
an obligation to act with honesty and integrity in using the internet to complete academic
assignments. Such assignments include, but are not limited to, an academic project,
paper, performance, quiz, exam, or other assignments to be evaluated for a grade or
credit. In utilizing the internet to complete assigned work, students should honor the
expectations of teachers regarding internet use. Violations may result in disciplinary
action.
All parents are expected to sign and submit the Technology Use Permission form before their
children are allowed to use the computers
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Curriculum
Arizona Cultural Academy curriculum adopts Common Core Standards for all subjects. Arabic,
Quran, and Islamic Studies Department have adopted their own standards to deliver quality
instruction to students at all times through an approved curriculum.

Elementary Class Expectations
1. Materials – Textbook, workbook, notebooks and other learning materials specified by the

teachers are essential learning tools. Students who attend the class without learning
materials will lose 5% of their class work grade for that day. The teacher may provide
alternative assignments to receive credit if workbooks are not present.
2. Homework is collected at the beginning of class. Late homework is accepted with a
maximum of 50% of the grade. Students receive no credit on the third day.
3. Students who are absent will be given alternate assignments to complete.
4. Tests will be made up on the date of return during the bonus hour in the Homework Club.
Students are allowed to make up such assessment with a full credit with approval from
the classroom teacher and the principal. Deadlines for quizzes, exams and tests are to be
set by the teacher

Middle School (Grade 6-8) Class Expectation
1. Materials – Textbook, workbook, notebooks and other learning materials specified by the

2.
3.
5.

6.

7.
8.

instructors are essential learning tools. Students who attend the class without learning
materials may lose 10% of the class work grade for that day.
Students are required to sign in & out when leaving the classroom.
Students will be marked tardy if entering the class after the second bell. Three times tardy
is counted as one class absence.
All absences are counted equally regardless of the cause. Absence refers to class absence.
A total of twelve absences per year or six absences per semester are allowed if class
meets four to five periods per week; a total of ten absences per year or five absence per
semester are allowed if class meets three periods per week; A total of four absences per
year or two absence per semester are allowed if class meets one to two periods per week.
After a student exceeds the maximum number of absences, a parent conference will be
scheduled to cover legal aspects of truancy or to discuss health concerns that are causing
the absences.
Homework is collected at the beginning of class. Late homework is accepted with a
maximum of 50% of the grade at the teacher’s discretion. Students receive no credit on
the third day.
Except paper-pencil class work, the participation grade will not be granted if the student
is absent, although alternative assignments may be given at the teacher’s discretion.
Exam and test grades may affect the final grades significantly, in case of absence;
students are allowed to make up such assessment with a full credit with teacher and
principal approval. Exams will be taken on the date of return to school.
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High school (9-12) Expectations
ACA DE Instructors are expected to follow SMCC course regulation stated in CCTA (Center for
Curriculum & Transfer Articulation) Students are expected to follow all policy and procedures
set forth by ACA & SMCC.
1. Students must come to class in order to pass the course.
2. Letter grade of C or better earned in a pre-requisite course is required to register as stated
in CCTA.
3. Materials – Textbook, workbook, notebooks and other learning materials specified by the
instructors are essential learning tools. Students who attend the class without learning
materials will receive 50% of the class work grade for that day.
4. The focus of the students should be on the class. Any student that leaves the class will be
marked tardy unless leaving for an emergency.
5. All absences are counted equally regardless of the cause. Absence refers to class absence.
A total of eight absences per year or four absences per semester are allowed. If a student
exceeds the maximum number of allowance, a grade of “F” may be issued. Exceptions
will be made for medical emergencies and other unforeseen circumstances. Please submit
your request in writing to the Principal.
6. Students will be marked tardy if entering the class after the second bell. Three times tardy
is counted as one absence.
7. Homework is collected at the beginning of class. Late homework is accepted with a
maximum of 50% of the grade, at the teacher’s discretion. Students receive no credit on
the third day.
8. Exam and test grades may affect the final grades significantly. In case of absence, the
teacher will assign the test or exam on the day the student returns to school. This
exam/test will be taken at 3:10.
9. Plagiarism or cheating of any kind will not be tolerated. Students with such misconduct
will be reported to SMCC. All ACA and SMCC academic dishonesty consequences
apply.
Disclaimer: Instructors reserve the right to incorporate other regulations required by SMCC. The
final syllabus published by the instructor serves as the guideline of the course. College courses
require more independent reading and homework than high school courses.

High school GPA and Credits
Honors Courses and Dual Enrollment are on a 5.0 scale when calculating weighted GPA; 4.0 for
un-weighted GPA. SMCC credits and grades are transferrable to ACA per the request of the
student and/or the parent. When the request is granted, all credits and grades for the entire high
school concurrent program must be transferred; partial credits or grades transfer is not allowed.
Regular Courses (all other subjects) are on a 4.0 scale; weighted GPA does not apply to regular
courses. Credit for the course is awarded if the student scores above 60% for the total annual
grade.

The GPA (up to two decimals) is calculated as follows:
 Honors courses/Weighted GPA: A=5, B=4, C=3, D=2, F=1
 Regular courses & Un-weighted GPA: A=4, B=3, C=2, D=1, F=0
 The assigned numbers are then multiplied by a fixed coefficient that takes into account both their
time-weight and Honors weight.
 The GPA is updated every semester
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Graduation Requirements

Subject
English
Islamic Studies
Social Studies
Qur’an
Mathematics
Physical Education
Science
Arabic
Art

Credits
4
2
4
2
4
2
4
4
1

Students transferring to ACA from other schools in High school may meet the graduation
requirements with different subject combinations. All transcripts and subjects need
Administrative clearance and a written permission of acceptance. Credit Recovery options will
be accepted from accredited institutions. ACA reserves the right to hold any student’s diploma
until tuition and/ or other financial commitments are met.

Grading Scale
The summative and formative categories might be further broken down to accommodate each
subject’s assessment needs. Teachers reserve the right to decide what work belongs to which
category. A letter grade will be assigned for grades 4& up after each quarter, based on the
numerical grade earned.
100%- 89.5%
89.4%-79.5%
79.4%-69.5%
69.4%-59.5%
59.4%-0%

A
B
C
D
F
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Grade Weight Distribution
Please use your ID to log onto the grade book system called the RenWeb to access information
about how grades are weighted and to see the updated syllabi for individual classes.

Grade, Attendance and Record Keeping
Student grades, calendars, homework assignments, and comments will be regularly posted and
updated on The RenWeb. See the link on www.azacademy.org. Parents and students will be
provided with an ID number. Please check the student(s) grades and other information on a
regular basis. It is the parent’s responsibility to contact the teacher if there are concerns about
grades.

Textbooks & Workbooks
All students shall have all the necessary learning materials. If a student does not have learning
materials by the end of the first week after school starts, ACA will provide the books to the
student and forward the charge plus 5% processing fee to the parents.

Homework
Homework is an essential part of the total education of your child. ACA assigns homework to
children in all grades. It is the sole responsibility of the student to have any required assignments
completed by the deadlines provided by their instructors. Printing problems, loss of data,
inability to access data, loss or misplacement of the textbook or other problems are not to be
considered acceptable excuses for late assignments, absence, or tardies.

Extra Credit
The purpose of extra credit is to provide additional academic work in order to provide additional
academic work in order to enhance the learning of course standards. Extra credit should
encourage learning as opposed to a last-minute effort to raise a quarterly grade. No more than
5% of the total academic practice grade (not the quarter grade) category can come from extra
credit. It is a teacher’s discretion whether extra credits are offered.

Bonus (Challenge) Questions On Academic Achievement Assessments
At a teacher’s discretion, bonus points may be included in a specific assessment grade (tests,
quizzes, projects, etc.) and should be related to the academic content standards being evaluated
in a given class. Bonus points cannot affect more than 5% of the grade on a given assessment.
These rigorous questions shall be related to the standards of a course.

Report Card
Report cards will be mailed or be available online at the end of each quarter.
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Parent-Teacher Conferences
Parent-Teacher Conferences are held regularly up on parents or teachers request an as needed.
All teachers are assigned office hours where parents can schedule meetings to discuss their child
academic and behavior performance or any other concerns. Parents can and are encouraged to
contact any teacher at any time during the course of the year to discuss problem areas. Teacher’s
office hours are available on the school website and via the school management system RenWeb.

Grade Skipping Policy
ACA administration discourages grade skipping for various reasons. However, under special
circumstances this might be allowed if the parents submit a written request for the child to skip
the grade. The child needs to meet ALL of the following to be eligible to skip a grade:
1. The parents must submit a written request for the child to skip the grade no later than the
last Friday of July before the new academic year starts.
2. Letter “A” grade in the subjects of Math, Science, Social Studies, and Language Arts and
only one letter “B” grade at most in the elective or other subjects.
3. For an ACA current student, the School Counselor will meet with the child’s teachers of
all subjects to determine academics and social readiness/eligibility to skip the grade.
4. The student shall pass Math, Science, Social Studies, and Language Arts/English final
exams of the grade which he/she intends to skip with a score at least 80%. Such exam
shall be taken no later than two weeks before the new academic year starts.
5. Two recommendation letters are required for a transferring student.
6. The NCA Steering Committee shall conduct an interview to make a final
recommendation.
7. If the committee is in favor of the request, then the request will be forwarded to the ACA
Board for final approval.
8. Other conditions may apply to students in the elementary classes.
9. Montessori – 3rd grade will do a personal entry exam with the class teacher and need to
receive a letter grade of A to enter that class. The first week in the new class is a
probation week to ensure that the emotional and social development of the student is
compatible with the new grade.
10. There is no skipping of 4th grade without a score of 95 % or above in the final math exam
given to the 4th grade class.

Retention Policy
 Grade 1- 6: the student will be retained if he/she fails in both Math and Language
Arts/English.
 Grade 7 - 12: the student will be retained if he/she fails the retake exam in any two of the
four core subjects. (Math, English, Science, and Social Studies).
 The student who is not eligible to be promoted to the next grade level will have an
opportunity to re-take an exam during the last week of July. The grade will be changed to
“D” if the student passes the exam.
 A student can only be retained once. In the case of a retained student is not eligible to be
promoted again, a parent conference shall be conducted and an alternative solution may
be offered.
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 High School students will be notified to be enrolled in a mandatory tutoring program if
his/her quarter grade is “D” or below either in Math, Science, or English; recommended
enrollment for “C” grade. Failure to attend the program with no academic progress by the
end of the year, his/her re-admission to ACA is jeopardized.

Academic Honesty
We expect every student to produce his/her original, independent work. Cheating includes – but
is not limited to – the passing of answers on quizzes and tests; the seeking, receiving, or
transmitting of specific information about questions on a test; the lending, and/or copying of
homework; use of cheat sheets or their possession in the testing room; and acts of plagiarism.

Credit Recovery Plan
In accordance with the guidelines of the Arizona Department of Education, and in an effort to
help students meet their academic needs and graduation requirements, Arizona Cultural
Academy Provides the following options of credit recovery and/or replacement for grades 6-12.
Newly Registered students grades 9-12
- New student’s transcript will be evaluated upon receiving all required documents to ensure that
registered student has fulfilled necessary credits to be eligible to enroll in the next class level.
- ACA will identify any missing credits and will provide a time frame to parents to fulfill the
missing credits chosen from a set of proposed options.
- ACA will follow up on the decided plan but is NOT responsible for providing in-house
recovery class/s.
- ACA will accept the actual transferred grade/credit earned from public schools or any
accredited institutions.
- Credits transferred from overseas are treated based on discretion. A diploma or transcript
evaluation might be requested from a professional agency for credits evaluation.
- Final decisions are based on administration’s discretion.
- Student’s enrollment will be conditional until all requirements are met.
Current Students Credit Recovery Plan
This plan serves any ACA enrolled student who fails any subject and need to take the course to
recover their lost credit
Option 1
ACA Course Replacement Policy:
- Summer Credit Recovery Courses will be provided through ACA Summer School Program.
- To qualify for a grade replacement, the student must pass a final exam after fulfilling the
course’s requirements with a minimum of 50%.
- After completing the course; 20% of final exam grade will be added to the student’s previous
year’s grade.
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- Student’s GPA will be updated and credit will be granted based on the student’s performance.
Option 2
Transferred Credit Recovery Policy:
- Student will have the option to take the course outside ACA through any accredited institution.
- Student must get the course approved by the ACA’s administration.
- Upon submitting the credit recovery transcript student will be granted the credit for the course
they completed.
- Student actual GPA will not be affected.
Grade Booster Policy
In an effort to enhance students’ academic performance, students who earned a grade of C or D
in any subject have the option to enroll in a grade booster course:
- A summer program will be offered on Campus
- Upon the completion of the summer course students will be able to add up to 10% to their
previous final grade.
- The grade will be earned based on 5% for attendance, work and effort and 5% for the end of the
course exam.
- Please be advised that the implementation of this policy is restricted based on the available
teachers/ programs during the summer time.
- Student’s GPA will be updated
*A custom transcript template that will accommodate the credit recovery grade

Counseling
“Today’s young people are living in an exciting time, with increasingly diverse and mobile
society, new technologies, and expanding opportunities. To help ensure that they are prepared to
become the next generation of parents, workers, leaders, and citizens, every student needs
support, guidance, and opportunities. Students face unique and diverse challenges, both
personally and developmentally, that impact academic achievement. ACA has an academic and
behavioral counselor to help the students. The counselor provides confidential crisis counseling
and consultation to students and helps students to recognize self-defeating behaviors and to
develop positive coping skills and provides conflict resolution/mediation. The counselor at ACA
also provides individual sessions for students to help with educational and personal concerns
through conferences with students, teachers, parents and other relevant individuals concerning
grades or/ and behavior and works together for improvement.

Useful Resources for elementary students
Language Arts:
http://www.schoolexpress.com/create.php
http:owl.english.perdue.edu/owl/resource/611/01/
http://www.bbc.co.uk/schools/ks3bitesize
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http://classroom.jc-schools.net/la/activities/subj-pred_files/frame.htm
http://www.harcourtschool.com/menus/trophies/grade_4.html
http://www.harcourtschool.com/menus/trophies/menu.html
http://www.harcourtschool.com/activity/sensort/index_pre.html
Math:
http://www.mathplayground.com/hm_multiplication.html
http://www.mathplayground.com/alienangles.html
http://www.funbrain.com/
http://www.coolmath4kids.com/
http://www.AAAMath.com
Science:
http://www.botanical-online.com/polinizacionangles.htm
http://www.healthology.com/cancer
www.biology4kids.com
http://www.glenbrook.k12.il.us/gbssci/Phys/Class/waves/u10l1a.html
http://www.fearofphysics.com/index1.html
http://www.fearofphysics.com/Sound/dist.html
Social Studies:
http://www.sheppardsoftware.com/web_games.htm
http://www.desertusa.com/index.html
http://alliance.la.asu.edu/maps/AZ_landmarks_color.pdf
http://azstateparks.com/index.html
http://www.socialstudiesforkids.com/
Qura'an:
http://www.altafsir.com/
http://www.scribd.com/doc/7751958/Learn-Quran-with-Basic-Rules-of-Tajweedwww.QuranSchool.com
http://www.quranexplorer.com/
http://tanzil.info/
http://www.islamicstudies.info/tafheem.php
Islamic Studies:
http://www.islamicplayground.com/scripts/prodView.asp?idProduct=60
Arabic:
http://www.madinaharabic.com/Arabic_Language_Course/Arabic_%20Language_%20Course.ht
m
Arabic keyboard: http://www.arabic-Akeyboard.org/
Arabic - English translator: http://www.stars21.com/translator/arabic_to_english.html
24 hours Arabic Islamic channel:
http://worldtv.com/toyouraljanah
http://www.fomny.org/Islam-tv.php
Arabic educational songs:
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Arabic numbers:
http://www.youtube.com/watch?v=1wzrebzHJ0s&feature=related
Arabic Alphabet:
http://www.youtube.com/watch?v=cAzXdkgwpfo&feature=related
Arabic fruit song:
http://www.youtube.com/watch?v=SIU0CdKT-0s&feature=related
Baba telephone:
http://www.youtube.com/watch?v=XJ31XMvu8GY&feature=related
My teach:
http://www.youtube.com/watch?v=jwca-02ue_4&feature=related
Arabic short stories:
http://www.youtube.com/watch?v=sj0K_Fv5vXQ&feature=related
My life is all for god Arabic Nasheed:
http://www.youtube.com/watch?v=QlSbtWp85dI&feature=related
Ya taiba:
http://www.youtube.com/watch?v=_nSswIYmkkM&feature=related
Labic rasul Allah:
http://www.youtube.com/watch?v=jwEOM2XNsp0&feature=related
Multiple Subjects Resources:
http://www.abcteach.com
www.treasures4teachers.org
http://Scholastic.com
http://www.funbrain.com/
http://www.kids.gov/
http://www.kidsknowit.com/
http://www.enchantedlearning.com
http://www.discoveryschool.com
http://www.wikipedia.com
www.starfall.com
www.readinglearning.com
www.edhelper.com
www.superteacherworksheets.com
www.magickeys.com/books/
www.tlsbooks.com
www.picturetrail.com

School Pictures
An effort will be made to have school pictures taken annually. Packets of colored photos will be
offered for sale to parents/guardians. ACA has developed a school web site and you can access
the site on the Internet. This web site will contain information about ACA and its community and
can be visited by anyone in any part of the world who has access to the Internet. ACA has
prepared guidelines for the development of the school website and these guidelines include the
following:
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Pictures of students included on ACA web pages must NOT include student names.
When using pictures of persons on the school web site, ACA is required to obtain written
permission on the form provided.
ACA web site content should NOT provide the means for people to contact any student
directly. Communication to the school must be directed to the appropriate staff member.
ACA may wish to display a photograph or a sample of your child’s work on the ACA
web site.
There may be reasons why some families do not want their child’s photograph or work
displayed on the school web site. In order to comply with these wishes, all students are
asked to return the permission form to ACA. Your selection will be in effect until your
child leaves ACA or until you sign a new form indication the required change.

Activities
National Honor Societies
ACA is part of the National Honor Society, National Junior Honor Society, and National
Elementary Honor Society. The purpose of the honor societies is to create an enthusiasm for
scholarship, to stimulate a desire to render service, to promote worthy leadership and citizenship,
and to encourage the development of character in students of Arizona Cultural Academy.
Students are selected annually according to a criterion decided by the National Honor Society by
laws and the Faculty Council. This selection is based on and shall be based on the criteria of
Scholarship, Service, Leadership, Citizenship, and Character. Academic qualifications apply.

Student Council
The Students Council is established and run according to the constitution set forth by the
National Association of Student Councils. Students are elected annually to different offices in the
council. Student council promotes leadership, self-confidence, self-reliance and Islamic morals.
It is a privilege, not a right, and teaches students important lessons regarding the proper balance
of religion, freedom, privilege, and responsibility. Student must meet selection criteria.

Sports
Interested students are encouraged to participate in school sports programs. In order to be
eligible to participate in sports, students not only must obey general school rules but also
exemplify a positive behavior while representing the school. The following policy pertains to all
sports and related areas. Coaches may set further standards for their respective sport or activity.
1. No athlete may be under the influence of alcohol or drugs in school, at practice, at a
contest or at any other school function. Penalty for infraction of this rule is immediate
dismissal from the sport.
2. Any athlete who before, during or after a contest enters a physical confrontation with an
official, coach, team member or spectator, is immediately suspended from the sport,
pending the outcome of a conference held by the athlete, his parent/guardian, the coach,
athletic director, and school administrator.
3. Insubordination by an athlete to his coach or athletic director will result in immediate
suspension from the sport, pending the outcome of a conference held by the athlete, his
parent/guardian, the coach, athletic director, and school administrator.
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4. All athletes are expected to attend every practice as his/her absence affects the entire
team’s performance and a missed practice may necessitate a reshuffling of the line-up. In
the event an athlete must miss a practice, prior notification to the coach is expected.
5. An athlete must maintain GPA 2.5 to participate in the program.
6. Athletes who are on suspension from school are also suspended from participating in
practice and/or a contest until he/she is allowed to return to school. (If this suspension
occurs for a Friday, then the athlete is not eligible during that weekend or that following
Monday if it is a school vacation).

Field Trips and Events
1. Participation in a field trip/event or a school-sponsored trip is a privilege, not a right. A

2.
3.
4.

5.

6.
7.

student may not be allowed to participate in a school-sponsored trip or field trip/event if
he or she is serving a suspension, expulsion or other form of exclusion from school due to
violations of the policies and procedures given in Arizona Cultural Academy ParentStudent Handbook. Additionally, a student’s behavioral performance may be taken into
account in order to ensure the health, safety and welfare of other students participating in
the field trip/event.
While on a field trip/event or school-sponsored trip all school-based rules and all rules set
forth in the Arizona Cultural Academy Parent/Student Handbook apply.
No student will be permitted to participate in a field trip/event or school sponsored trip
unless the signed Parent Permission Slip has been received.
Students are expected to take part in all planned group activities unless excused by the
teacher-chaperone(s). Additionally, all students must leave and return with the group on
all Field trips/Events or school-sponsored trips unless the student is leaving or returning
with his/her parent/guardian or the student’s parent/guardian has signed a written waiver
granting permission for the student to leave or return from the field trip/event or schoolsponsored trip by himself/herself.
If a student is involved in any criminal activity while on a trip, whether as a victim or as
an alleged perpetrator, the student’s parents/guardians will be notified immediately by the
Principal of ACA.
If a student requires medical attention while on a trip, the student’s parents/guardians will
be notified immediately.
Students should wear their school uniform on all field trips.

Parent Participation
ACA encourages parent involvement in all education activities including field trips and
appreciates their voluntarily contribution to serve as chaperons. The responsibility of chaperons
is to assist teachers and to help maintain discipline at all times during the field trip. Students are
expected to behave just as they would at school. No family members or friends of the chaperon
will be allowed on the trip.
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Student Conduct
ACA establishes regulations governing the conduct of students in school and school functions. In
addition to compliance with these regulations, students are expected to obey all rules and
regulations adopted by ACA Principal and Staff, and to obey any order given by a member of the
faculty relating to school activities.
Student at ACA and ACA functions and events shall not engage in:
 Any conduct intended to obstruct, disrupt, or interfere with teaching, administrative, or
disciplinary functions, or any activity sponsored by ACA.
 Physical abuse or threat of harm to any person on ACA property and or school activities
and events.
 Damage or threat of damage to property of ACA.
 Forceful or unauthorized entry to ACA facilities and grounds.
 Unlawful use, possession, distribution, or sale of tobacco, alcohol, or drugs or other
illegal contraband on ACA property or ACA sponsored events.
 Conduct or speech that violates Islamically accepted standards and has no redeeming
social value.
 Failure to comply with lawful directions of ACA Principal and Staff acting in
performance of their duties.
 Knowing violation of ACA rules and regulations. The students’ enrollment in the school
whether signatures on the Parent-Student handbook exist or not will be considered proof
that the violation was done knowingly.
 In addition to the general rules set forth above, students shall be expected to obey all
policies and regulations for student conduct adopted by ACA Principal and Staff. Any
student who violates these policies and regulations may be subject to disciplinary action
that may range from formal conference to suspension and even expulsion from the
school, depending upon the severity of each case in addition to other civil and criminal
prosecution.
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Intimidating, Threatening and/or Bullying
It is the policy of Arizona Cultural Academy to strive for a learning environment for students
that is free from intimidation, threats and/or bullying. Therefore, intimidating, threatening, and/or
bullying of students is prohibited on school property and at school sponsored events and
activities. The school will take appropriate and effective actions to achieve this goal.
For the purpose of this policy, intimidating, threatening, and/or bullying behavior is defined as
follows:
Intimidating: The use of language or conduct to frighten, attempt to frighten or
1. coerce another person into submission or obedience
2. Threatening: The use of language or conduct to make or attempt to make another person
fearful of physical injury
3. Bullying: The use of language or conduct that is threatening and/or intimidating, that
involves an imbalance of power or strength, and that is repeated over time
4. Intimidating, threatening, and/or bullying may include, but are not limited to:
 Hitting or punching (physical);
 Demeaning teasing, name calling, taunting, derogatory nicknames, innuendos, and/or
remarks (verbal);
 Gestures or social exclusion (nonverbal and emotional);
 Sending insulting, threatening, taunting messages electronically (cyber).
A student involved in intimidating, threatening, and/or bullying activities shall be subject to
disciplinary consequences that may range from informal conference to suspension and even
expulsion from the school, depending upon the severity of each case. A student who knowingly
submits a false complaint shall be subject to the same disciplinary consequences described
above.
Any ACA staff member who has reasonable grounds to believe, either through personal
observation or receipt of complaint, that certain conduct by a student constitutes intimidating,
threatening, and/or bullying activity has a responsibility to report the behavior or complaint and
any action taken to the Principal. The staff member might be subject to disciplinary measures for
failure to report such activities.
Students may confidentially report within two weeks the incidents of intimidation, threats, and/or
bullying by submitting the attached form to the Principal and indicating on the form that the
student wished it to be “confidential”. Such reports will be kept confidential to the extent
possible under the circumstances.
If a student believes he or she has been subject to intimidation, threats, and/or bullying, the
student should report within two weeks the behavior to a teacher, counselor, or school
administrator.

Smoking, Drugs, Alcohol & Arms Free Campus
In order to protect the students, employees and everyone else on campus, ACA has a zero
tolerance policy towards smoking, vaporizing, or inhaling of any substance, the use and
possession of tobacco paraphernalia, The use or possession of drugs or drug paraphernalia,
vapor paraphernalia, the use or possession of electronic smoking devices, alcohol possession OR
and consumption, the use or possession of fire arms OR and other weapons (except for law
enforcement officers) on campus, or in the school zone (within a distance of 1000 feet from the
grounds of the school), or off campus school activities during and off school hours. The
administration reserves the right to take the proper actions at its discretion including, but not
limited to; contacting authorities or conducting an immediate drug test of any employee or
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student without notice. Any student or staff found to be in violation of this policy shall be
expelled and dismissed from ACA.

Zero Tolerance Due Process
 The ACA Admin is fully authorized to carry out the school discipline policy, including
the decision to expel students who violate "Zero tolerance policy".
 The Administration shall follow due process, by interviewing the accused, and other
witnesses, weighting the evidence, allowing the accused to defend and explain their
behavior before reaching a decision
 In case of decision of expulsion the Administration shall promptly notify the Board, who
will review the case and ensures that the Administration has done so.

Guidelines for Selected Offenses
Infraction

Definition

Bullying,
intimidating,
threatening

Repeated acts over time that involve
a real or perceived imbalance of
power with the more powerful child
or group attacking those who are
less powerful. Bullying can be
physical in form, verbal, or
psychological. Cyber-bullying
includes bullying though the misuse
of technology.
Knowingly using information or
other property of another, or
knowingly sharing academic
information to gain an unfair
advantage
Wrongfully injuring another
person’s reputation though a written,
spoken or electronic communication
that is not otherwise privileged
under the law
Treating personnel or any others
with contempt or rudeness.
Intentionally resisting or
disregarding the authority of school
personnel.

Cheating or
Plagiarism

Defamation

Disrespect/ Defiance/
Non-Compliance,
including:

Uniform infractions

Uniform infractions will consist of a
series of warnings and then a series
of consequences.

Minimum
Consequence/ 1st
offense
Grade 1-4:
1 recess detention

Maximum
Consequence/ or
repeated offence
Short Term
Suspension

Grades 5-6:
3 recess detentions

Expulsion

Secondary:
5 recess detentions
Loss of Credit

Short Term
Suspension/ Loss
of Credit

Short Term
Suspension

Long Term
Suspension

Short Term
Suspension

Long Term
Suspension

In-school
School uniform
suspension,
will be supplied
contact with parent and charged to the

33

Disruption

Ditching/ truancy

Electronic Devices

Fighting

Fire Alarm Misuse
and tampering with
Cameras
Forgery/ Falsification

Physical Aggression
Theft

Creating disturbances in class, on
campus, or at school-sponsored
events.
Continual or repeated disruptions
may warrant more severe
consequences.
The failure of a student to attend his
or her scheduled class at the
prescribed time and place, or leaving
class before the prescribed ending
time without authorization.
Having cell phones, pagers, media
players or other electronic items,
whether operational or nonoperational in the classroom.

for explanation

parent’s account.

Short Term
Suspension

Long Term
Suspension

Short Term
Suspension

Expulsion *Report
to the proper
authority Stay in
school- It’s the
law.
Short Term
Suspension

Confiscation

When two or more persons engage
Grade 1-4: 1 day
in Any violence toward each other in suspension
an angry or quarrelsome manner.
Grade 5-6: 2 day
suspension
Grade 7-12:
3 day suspension
Intentionally ringing a fire alarm
Short Term
when there is no fire or touching
Suspension
safety cameras.
The act of falsely or fraudulently
marking or altering a document or a
verbal, written or electronic
communication, any verbal or
written communication that is
knowingly false or fraudulent
(dishonesty or lying)
Tussles, minor confrontations,
pushing and/or shoving.
Taking or attempting to take, any
property of another from his
personal or
Immediate presence and against his
will. Such person threatens or uses
force against any person with intent
either to coerce surrender of
property, or to prevent resistance to
such person taking or retaining

Short Term
Suspension

Recess detention
Grade 1-4: 2 day
Recess detention
Grade 5-6: Short
term suspension
Grade 7-12: Long
Term Suspension

Long Term
Suspension
Expulsion

Long Term
Suspension
Expulsion in
certain cases.
Long Term
Suspension

Short Term
Suspension
Long Term
Suspension
Expulsion
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Technology Misuse/
Computer Tampering

Verbal Abuse/
Profanity/Racial Slur

Verbal Abuse/
Profanity to Adult

Vandalism/
unauthorized Entry

Energy Drinks

Endangerment I

Endangerment II
Alcohol (use,
possession, under the
influence)

Weapons

property.
Failure to use hardware, software,
electronic devices, web pages and
networks for the intended
educational use or in a manner that
causes disruption at a campus. This
includes the unauthorized access of
any computer, computer system, or
network, including cameras.
The use of profanity or any
derogatory language stated publicly.

Detention
Short Term
Suspension

Short Term
Suspension
Long Term
Suspension

Grade 1-4:
1 day detention
Grade 5-6:
2 day detention
Grade 7-12: Short
Term Suspension
Short Term
Suspension
Long Term
Suspension

Short Term
Suspension
Long Term
Suspension

Willful destruction or defacement of
school, or personal property, or
breaking into any area of the school
unauthorized.
Bringing to school any drink with a
high level of caffeine

Short Term
Suspension

Long Term
Suspension
Expulsion

Recklessly or intentionally creating
a risk of injury to another.
Consequence depends on the
potential severity of harm. This
includes provoking or antagonizing
a fight.
Intentionally creating a risk of injury
to another.
The possession or use of
intoxicating alcoholic beverages or
substances represented as alcohol.
This includes being intoxicated at
school, school-sponsored events and
on school-sponsored transportation.
Possession of weapons or anything
intended to be. Includes but is not
limited to pocket knife, iron bar,
chains…

Short Term
Suspension

Long Term
Suspension
Expulsion

Zero Tolerance

Zero Tolerance

Zero Tolerance

Zero Tolerance

Zero Tolerance

Zero Tolerance

The use of profanity or any
derogatory language stated publicly
to an adult staff member.

Long Term
Suspension
Expulsion

Confiscation of the Short Term
drink
Suspension
Detention
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Some incidents may violate Arizona revised Statutes. The police will be called to investigate
serious violations. If this occurs, school officials will notify parents/guardians. Any action taken
by law enforcement officials will be in addition to the action taken by the school.
Restitution: Under Arizona law, parents/guardians are liable for damage done by their children.
In any situation in which damages to school property occur, the student or parents/guardians are
required to pay for damages. If restitution is made in the designated time frame, additional
consequences will result.
All out of school suspensions are unexcused and all missed work will result in zeros.
Short term suspension (STS): Student suspended for a maximum of 3 school days.
Long term suspension (LTS): Student suspended 4-10 school days.
If a short term suspension/ long term suspension is imposed on a student, the following steps
shall be taken:
Step 1: Any major misconduct shall be reported to the Principal.
Step 2: The advisor, designated by the Principal investigate/ evaluate the case and decide on the
appropriate consequences based on the discipline code/ procedure posed in the handbook.
Step 3: Due process shall be in place. The involved student and his/her parents shall be provided
an opportunity to defend the case unless they give up such opportunity. The parent conference
must be conducted before any decision is to be executed.
Step 4: In the event that the parents disagree with the consequences, the case may be appealed to
the Principal.
ACA Principal may immediately suspend a student when the student’s presence creates a danger
to any student or school personnel. As soon as the danger subsides, the due process procedures
for suspension shall be initiated.
If the ACA Principal determines that the student justifiably acted in self-defense, in whole or
part, the ACA Principal may reduce the recommended discipline or determine that no discipline
shall be imposed.
Expulsion: Expulsion means the permanent withdrawal of the privilege of attending ACA. The
student and the parents/ guardians will be informed when a student is subject to expulsion from
school. Expulsion requires official endorsement from the School Board. A formal letter will be
sent to parents/guardians and a copy will be kept in the student’s conduct file. Expelled students
may not return to ACA under any circumstances.
Due Process: Each student is entitled to due process, as outlined above. A parent or guardian has
the right to appeal a decision of permanent suspension (expulsion) to the School Board of
Directors through the ACA School Council, due process includes that:
 The Admin will verify that the student has actually committed the infraction
 And the Admin will allow the student to defend him or herself, with ample chance to

answer/ explain their behavior and defend the charges against them.
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 Once the

student was found in violation of a Zero tolerance policy the student will be
expelled by the Admin.

Parental Grievance Policy and Procedure for Complaints
Aims and Objectives
A key sign of quality in an organization is its willingness to listen to criticism and challenge
from the users of its services and its ability to respond positively to these in order to bring about
improvement.
The aims and objectives of the complaints scheme are:
 To enable complainants to express dissatisfaction
 To ensure that anyone making a complaint is dealt with sympathetically and
courteously
 To take complaints seriously and investigate them fairly and thoroughly
 To ensure that if there is a fault it is remedied to the satisfaction of the complainant
 To ensure that complaints are dealt with in a just and fair manner
 To learn from complaints and make improvements to practice and procedures
The ACA Board and Administration prohibits retaliation for the filing of any complaint or the
reporting of instances of any improper activity or for participation in the complaint process.
Administrators responsible for conducting an investigation into a complaint may, at their
discretion, keep a complainant’s identity confidential, except to the extent necessary to
investigate the complaint. Participants in a complaint or investigation process are required to
maintain appropriate confidentiality and to abide by specific directives from administrators
regarding confidentiality. ACA will not investigate anonymous complaints unless the Board
Directors or designee deems such an investigation to be necessary and appropriate.

Procedures
The following procedures shall govern the resolution of complaints. Every effort should be made
to resolve a complaint at the earliest possible stage.
Informal stage: expression of dissatisfaction to a member of ACA staff. Most difficulties can be
resolved by treating the complainant courteously, by handling the complaint seriously, and by
responding quickly. It is essential to give time to and be patient with the complainant, so that
they feel they have been properly heard.
 Complaint can be written or made by phone or in person
 The member of ACA staff who receives the complaint should guide the complainant to
the right channel or personnel such as direct discussion or ACA Administrators. ACA is
not responsible for any staff member who acts on his/her own to resolve any informal
complaint which may not be satisfactory to the complaint.
 Attempts should be made to resolve the complaint quickly and informally if possible
(within 5 school days), and ideally on the spot.
 Where possible, full details of the complaint and any action taken should be kept so that
they can be passed on to the next level if necessary.
 Complainant’s desired outcome and possibilities of re address should be discussed (this
is not an admission of liability)
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 Complainant should be provided with information on how to proceed to formal
complaint stage if the complaint remains unresolved and the timescales involved.
Complaints will not normally be investigated if more than 60 days have passed since the
incident or event took place.
 Preventative or learning actions should be noted.
 If the complaint centers on a student, the student should also be interviewed. Students
would normally be interviewed with their parents or guardians present. In some
situations, circumstances may prevent this where this would seriously delay the
investigation of a serious or urgent complaint or where particular circumstances mean
that a student has specifically said she/he would prefer that parents or guardians were not
involved. In such circumstances another member of staff with whom the student feels
comfortable should be asked to attend. Consideration should always be given to the
necessity of obtaining parental consent for such an interview.
Formal stage: if the complaint cannot be resolved at an informal level described above, the
complainant may submit a written complaint.
All complaints shall be submitted in writing to the principal. If the complainant is unable to
prepare the complaint in writing, Administrative staff shall help him/her to do so. Complaints
related to a principal shall be initially filed in writing with the HR Director. Complaints related
to a Board member shall be initially filed in writing with the Chairman of the Board.
A written complaint must include, but is not limited to, the following information.
 The name of the person and any other persons involved.
 A brief but specific summary of the complaint and the facts surrounding it
 A specific description of any prior attempts to resolve the matter,
 The remedy requested or desired,
 The signature of the complainant attesting that all information is true and correct to the
best of the complainant’s personal knowledge
 The date of the complaint is filed.
The person against whom the written complaint was filed may request a copy of the written
complaint. In appropriate situations, the principal may provide a copy of the written complaint to
him or her, with names and identifying information deleted or a summary of the complaint.
The principal/designee (an appointed administrator) will acknowledge receipt of written
complaints and will appoint an administrator to be responsible for investigating complaints. The
administrator will attempt to resolve the complaint in a timely manner to the satisfaction of the
person(s) involved within a reasonable period of time.
Complainants should consider and accept the principal’s or designee(s)’decision as final.
However, the complainant may appeal a decision made by the principal to the School Council, or
the Board. Once a request has been made to appeal to the School Council, or the Board, then
School Council, or the Board will decide whether or not to address the complaint further. If the
School Council, or the Board decides not to address the complaint, or if there has been no
request to appeal the decision to the Board, the decision of the last appropriate administrator
shall be the final decision. Any decision of the Board shall be the final decision.
Preventative or learning actions should be noted.
Vexatious complaints: Definition: causing or intending to cause trouble, by harassing or
interference, and in the legal sense of the word by unjustifiable claims or legal actions without
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sufficient grounds for the purpose of causing trouble or annoyance to the defendant. Vexatious
complaints are often characterized by introducing new or overlapping issues and making it
difficult for the issues to be separated and a final conclusion to be reached.
It should be noted that research has shown that vexatious complainants often focus on expressing
personal vindictiveness and seeking retribution. They are often searching for outcomes that the
resolution process cannot deliver, for instance the sacking of a teacher, or even an unwarranted
specific apology – rather than a general good one for the fact they consider they have suffered.
Confidentiality: all those involved in a complaint, whatever role they are playing, should ensure
that the matter is kept confidential, especially while it is being investigated. Even at the informal
stage, it should not be discussed with anyone who might later be part of the formal procedures.
However, all parties to a complaint will need to be aware that some information may have to be
shared with others involved in the operation of the complaints procedure.
Anonymous complaints: any complaint lodged in the form of an anonymous letter or telephone
call cannot be pursued using normal procedures. Although in the main such complaints will be
ignored, the person receiving the complaint should refer it to the principal to decide whether the
seriousness of the anonymous complaint warrants an investigation.
We realize that differences and misunderstandings might occur, and we encourage resolving
these situations at the time of occurrence to ensure fair and equitable resolution.
We would like to point out that ACA is only involved in conflicts involving a student and a staff
member, parent, curriculum or other school-related issue. ACA does not get involved in the
resolution of parent-parent conflicts, or student-student conflicts that are not directly related to
the school.
Direct Discussion: Whenever possible, questions or complaints should be solved by a direct
discussion with the staff member involved. In the majority of instances, the simplest, quickest,
and most satisfactory solution is achieved at this level. If the concern is not adequately addressed
or solved at this level, you may then move on to the next level.
Meeting with the Administration: If the parent is unsatisfied then s/he can request a meeting with
the administrator.
Appeals through the School Council and the Board: If resolution of a problem is not achieved
after meeting with the Principal, then the Parent can submit the concern to the School Council.
If the School Council mediation does not result in resolution of the problem to the parent’s
satisfaction then the parent can request the School Council President to take the matter to the
ACA Board during the Board’s next regular (monthly) meeting. In order to guarantee accurate
presentation to the Board the parent(s) must make his or her appeal to the Board in writing.
Any decision by the ACA Board is considered to be the final decision of ACA. The ACA Board
of Directors is the last resort in the process, a stand that the Board and the Administration both
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support and agree on.

Dignity at Work and Dealing with Harassment Initiated by Aggressive
Parents
Aims and Objectives
 To establish a climate in school in which the dignity and rights of each individual are
recognized and protected;
 To make clear to the employees that harassment whether verbal, racial or other grounds is
not acceptable.
 To provide procedures which enable harassment issues to be tackled quickly, effectively,
sensitively, and confidentially
 By adopting this Policy, ACA intends to take a clear stand in regards to harassment and
bullying. Under extreme cases, Police will be informed of the incident.

Statement of Intent
ACA encourages the interaction with parents and the community and believes that students
benefit when the relationship between home and school is a positive one. The vast majority of
parents, guardians, and others visiting the school are keen to work with the staff and are
supportive of the school. However, a tiny minority of parents have a negative attitude towards
the school and sometimes, this can result in aggression, verbal and/or physical harassment
towards school staff. ACA expects its staff to behave professionally in these difficult situations
and attempt to defuse the situation where possible, seeking the involvement as appropriate of
Administrators. ACA recognizes that all employees have the right to work in an environment
which is free of harassment. The purpose of this policy is to ensure that harassment does not
occur. If, however, it does occur, ACA undertakes that allegations of harassment will be dealt
with seriously and confidentially, using the procedures set out in this Policy, and that employees
will be protected against victimization for making or being involved in a complaint.

Definition of Harassment
There is no single, simple definition. Harassment may, however, be summarized as conduct
which is unwanted, unreasonable, and offensive to the recipient. This could be persistent
behavior over a period of time or a single serious incident. It is the deed itself and the impact on
the recipient which determines what constitutes harassment rather than the intention of the
perpetrator.
It is important that the governing body, ACA Board and its Administrators understand that it is
not primarily their perception of what conduct is acceptable which defines harassment. Rather it
is the view of the recipient which is most important and if the recipient feels that he or she has
been harassed the complaint must be taken seriously and acted in the appropriate way.
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Forms of Harassment
Harassment may be directed at, and can be carried out by, an individual or a group of
individuals. Harassment can range from extreme forms such as violence and bullying to less
obvious actions. Types of behavior are considered serious and unacceptable and will not be
tolerated. This is not an exhaustive list but seeks to provide illustrations of unacceptable
behavior.
 Shouting at school staff, either in person or over the telephone
 Physically intimidating a member of staff, e.g. standing very close to him/her
 The use of aggressive hand gestures
 Threatening school staff
 Sharing and holding a fist towards another person
 Verbal and written abuse through jokes, offensive language, name-calling, gossip,
slander, and character defamation, etc.
 Abuse of management procedures to threaten, humiliate, or coerce
 Threats or promises affecting work performance or linked to employment prospects.

Effects of Harassment
A victim of harassment or bullying may suffer physical and/or emotional symptoms such as
disturbed sleep, nausea, lack of confidence, distraction from carrying duties properly, or
motivation and depression. Whatever the form of the harassment, the impact on the employee
should not be underestimated. Harassment can lead to illness, increased absence, poor
performance, and confusion over status and role leading to an apparent lack of commitment or
even resignation. Harassment can also result in tension and conflict within the workplace and
puts great strains on personal and family life. These all have a direct impact on the effectiveness
of the school. Failure to deal or deal properly and promptly, with allegations or incidents of
harassment at work may also leave ACA vulnerable to legal action in which financial remedies
awarded have no upper limit and can be considerable.

Dealing with Harassment
The procedure is intended to enable complaints to be dealt with sensitively and quickly. Where a
complaint has been upheld, ACA will ensure that:
 Harassment has cease
 No victimization occurs as a result
 Any changes to policies, practices, and procedures are made.
All complaints shall be submitted in writing to the Administrator, or immediate supervisor.
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Informal Procedures:
1. When a parent or member of the community behaves in an unacceptable way towards a
member of the school staff, the Administrator will seek to resolve the situation through
discussion and mediation.
2. Attempts shall be made to resolve the complaint quickly and informally if possible
(within 3 school days), and ideally on the spot.
3. Complainant’s desired outcome such as a warning letter to the parents, and possibilities
of re address should be discussed (this is not an admission of liability).
4. Complaints will not normally be investigated if more than 60 days have passed since the
incident or event took place.

Formal Procedures:
1. If the misconduct continues, or it is not appropriate to resolve the problem informally,
either because the serious nature of the complaint or where informal attempts at
resolution have failed, the issue shall be raised to the formal stage.
2. The perpetrator shall be notified that he or she is under observation for a period of time.
If the misconduct continues,
3. The perpetrator will be restrained from entering the ACA premises for a period of time,
subject to review. All communication from the parent will be blocked and ceased. If it
breaches, the Police will be included.

Conclusion
Students learn best when there is a positive partnership between home and school. While every
effort will be made to work with parents, this will only be possible where parents behave in an
acceptable way.
Unfortunately, where a parent’s behavior is either unacceptable or serious it will not be possible
to continue working with him/her and, as a final resort, legal action may be taken. Any later
version of this document will automatically supersede the previous one.
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Health

ACA takes students safety and health into high consideration for that, all teachers and staff
members have current first aid and CPR training and will administer in case of emergency.
 ACA provides basic infirmary services through our school nurse.
 Students will be sent to the nurse office for first aid needs.
 Parents will be called to make the decision to pick up the child or authorize the
administration of over the counter medication.
 For safety precautions please do not send your child to school if they have a fever or
contagious disease.

Immunization
An immunization record must be completed and current before a student can be enrolled or
attend class.

Illness
Please keep your child at home if he/she is sick. Students who leave class because they feel sick
need to be picked up from school within one hour of the parent being notified. Students with
excused absence due to illness shall remain home for the entire school day. Any above
mentioned absentee who is found loitering around the campus during or after school hours shall
be reported and marked unexcused absence for the day. She/he shall report to the office to
collect homework, however, the parent shall make efforts to contact the office prior to the school
visit.

Medication
If students require medications during the school day, parents need to inform the school, provide
written permission, and original prescription from a physician. When a physician feels it is
necessary for a student to carry and self-administer an inhaler, the physician shall provide written
recommendations that will be attached to the signed parent permission form. It is the parents’
responsibility to check that all medication is current and that the Administration has instructions
that are updated or reviewed every quarter.
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Parent Involvement
Visiting Campus and Classrooms
Parents are welcomed to be on campus while school is in session. Please call and make an
appointment and secure permission from administration. During their visit, parents are expected
to:
 Respect the teacher’s classroom rules and the teacher’s authority in her /his classroom.
 Do not talk to teacher or students while class is in session.
 Birthdays are not celebrated at ACA. Please do not bring party items to school.
 Never take any materials from classroom without permission of the teacher and
administrator.
 Non-ACA students wishing to visit the school and observe some classes should: Have
their parents contact the school at least one day in advance and secure approval from the
Principal. Should the visitor be a disruption to the class due to any reason, he/ she will be
sent to the administration and the parents will be contacted to pick him/her up.

Parent Teacher Association
The Assembly of ACA parents and teachers constitute the ACA PTA, which can be reached at
pta.aca@gmail.com.

School Council
ACA School Council is the organization that represents all stakeholders in ACA. All schools in
Arizona are legally required to have a school council. Its function is to field concerns from any
stakeholder (student, parent, employee, administration, board, or community at large), and to
resolve any conflict in a fair, balanced and democratic manner.
A copy of the ACA School Council bylaws can be obtained from the ACA website. The council
meets usually on a monthly basis or as needed. All concerns, suggestions, or other matters should
be submitted in writing to the President or the Secretary.

Communication
Orientation Day
All parents are invited to attend the annual parent and student orientation day, which is held
before the beginning of school. The orientation is mandatory for all parents. It is designed for
the parents to meet with the staff, tour the facility, pick up relevant handbooks, and sign an
agreement to abide by school rules.
Bulletin Boards and Flyers
Parents are encouraged to read announcements and information posted on the PTA bulletin board
which is placed on the wall outside the administration office. Flyers or letters are sometimes sent
home with the students.
Email
Please update your email address with the administration whenever you change it so we can keep
our list current. We are striving to improve our communication electronically; most information
will be transmitted through email.
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Arizona Cultural Academy
ACA Parent- Support Program
In an effort to increase stakeholders involvement in our school, and to meet the
advancEd requirement; ACA is initiating ACA parent- volunteer program.

Concept

 Each ACA family must volunteer a minimum of five (5) hours OR pay $75 per academic
year as a “Volunteer Fee” to support the program
 Volunteers shall help with general school tasks (e.g. assisting in the office, the cafeteria,
with school events, chaperoning on a field trip, and other duties as assigned.)
 Parents who volunteer in specialized areas outside of general school tasks in accordance
with their expertise are welcome.
 There is no maximum limit for volunteer hours per family.
 Active participation in and attending school committee meetings can count towards the
Volunteer Program’s five (5) hour requirement.
 Parents with the highest volunteer hours per year shall be rewarded at the discretion of
ACA.
 A Volunteer Subcommittee shall implement the Volunteer Program and maintain its
record keeping.

Procedure
a. Define the need


ACA Vice Principal specifies periodic help areas where volunteers are most needed
for the upcoming year:
o Voluntary tasks needed (e.g. cafeteria, parking lot, field trips.)
o Time and day of the week.
o Number of volunteers in each task.



The Vice Principal will make a monthly blank calendar based on the need for
volunteers, which will be populated by the Volunteer Subcommittee members.

b. Grouping the volunteers
 A list of all ACA parents is generated by the ACA Clerk
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 All ACA parents will fill out an ACA Volunteer Commitment Form, where they either
commit to five (5) volunteer hours or opt out at the time of school registration.
 The form must be turned over to the ACA Clerk at the front desk as part of the student
enrollment process.
 Parents who opt out will pay a $75 fee to help out the program.
 Parents who commit to volunteer will be divided alphabetically to ten monthly groups
by the Volunteer Subcommittee. Each group assigned to one month of the academic
year; approximately 15-20 families in each group.
c. Volunteer Sub-committee
o ACA Vice Principal shall recruit members to form the Volunteers Committee to
organize, implement, and monitor the ACA Volunteer Program.
o The Vice Principal shall chair the subcommittee.
o It shall meet once a month.
o It shall obtain all completed volunteer forms with commitment from the ACA
Clerk ensuring volunteer phone numbers are included.
o It shall divide the list into monthly groups.
o ACA’s Vice Principal shall make a monthly blank calendar with tasks needing
volunteers.
o A Subcommittee member will call the list of volunteer parents assigned for the
month to enlist them for the tasks of the month.
d. Monitoring
o ACA’s Vice Principal assigns the most impacted employee to monitor the
volunteer attendance in each task and report the completion of the task to the
volunteer subcommittee.
o Parents who could not honor their commitment or fail to honor the scheduled
volunteering commitment twice will pay $125 volunteer fee before the end of the
academic year.
o All volunteers are subject to background screening.
o ACA reserves the right to decline, reassign, or dismiss any volunteer at its
discretion.
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Student’s Late Pick-up Policy & Agreement
Policy Basics






Student’s safety is a top ACA priority. It requires full cooperation between the school and
parents
Current events have put Muslim children are at increased risk for harm by criminals and
Islamophobes
Arizona laws require parents and guardians pick up their students promptly after school.
Failure to do so is considered “child neglect” and can be grounds for parental prosecution
Arizona Cultural Academy is not responsible for the safety of students left after school hours,
nor guarantees the safety of the ACA neighborhood
Beginning next year , ’15-‘16 ACA will initiate a mandatory paid Afterhours supervision for
students left in or around campus

The Policy
1. School hours are from 7:50 AM – 3:20 PM and 2:30PM on Fridays
2. All parents are required to sign a “Late pick up policy agreement”” at the time of
registration,
3. Mandatory late pick up charges begin at 3:40 PM sharp, or 20 minutes after dismissal
time
4. Fees for late student pick up between 3:40 PM- 4:20 PM; (20-60 minutes after dismissal)
are $20 for one student and $35 for multiple students of the same family. Fees are
doubled at 4:21 PM, (61 minutes after dismissal) to $40 and $70
5. Parents must notify ACA, at least 30 minutes before dismissal time, of their late pick up,
by leaving a message on the late pickup-hotline. If parents of leftover students do not
show up or call by 4:30 PM (80 minutes after dismissal) ACA reserves the right to call
the Phoenix Police to report a missing parent
6. Late pickups on a regular basis can be arranged in advance
7. The hotline for late pickup (mobile phone), to be kept with “Afterhours Supervisor (AS)
of the Day”, which will check the calls and make a student list. These students will
remain inside the school till their late ride arrives
8. At 3:40 PM (AS of the Day) will survey the ACA parking lot looking for left over
students. All visible students will be instructed to go back inside campus with the AS.
The gate will be locked; all students’ names will be recorded for invoicing. If no parent
calls and no leftover students visible the supervisor will secure and leave campus At 3:40
PM
9. ACA Administration will make a monthly list of Afterhours Supervisors
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10. Late arriving parents will buzz the gate to come in, claim their students and sign next to
student name, for invoicing purposes. Late pick up fees will be billed with the next
billing cycle
11. (AS of the Day) will make an effort to help left over students, but ACA is not responsible
for students whose parents fail to notify the hotline before dismissal time, who leave the
area or try to hide out after school

I __________________parent of students: _________________________________ I have read
and fully understood all of the above. I agree to comply with “Afterhours Paid Supervision
policy” and pay the applicable fees
Name Print ________________________Signature ___________________________
Date ____________________
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ACA Parking Rules
A- General Tips
1. Communication: Parents are encouraged to
a. Make sure each day that their students know where they are to go after school and
where they will be picked up. Students may not wait for pick up outside, as there is
no supervision.
b. Speak with their students about the pick up procedures and let them know that you
will be there waiting for them. If it takes your child 5- 10 minutes to exit the building,
plan accordingly and come later to pick them up.
2. Late pick up charges Students who have not been picked up in a timely manner will be taken
back inside campus and a late pick up fee will apply.
3. Beat the rush: The last five minutes before the morning bell and the first ten minutes after the
dismissal bell are the most crowded; Please plan around those times
4. Be prepared: Have your child ready for drop off when they get in the car before school
(jacket on, lunch and backpack in hand). These details would greatly speed up the flow of
traffic.
5. Mandatory legal parking: Any driver who wishes to exit the vehicle, whether to drop off/
pick up students, or enter the school for business must park the vehicle properly ( in the front
parking lot), then escort the students safely to the gate, using the special cross walks.
6. Tow away zone No parking is allowed in the express lanes at any time. Vehicles left
unattended are subject to towing at the owners’ expense

B- Express Traffic during Rush-Time
For Express drop off and pick up please use the two drop off lanes immediately next to the
drop off curb
1. The extreme right drop-off lane will be Montessori Express Lane, dedicated for cars
with Montessori students, whether they also have 1-12 students or not
2. The second (middle) drop off lane will be Grades 1-12 Express Lane, for cars with
students grades 1-12 without any Montessori students
1. The third (left) lane will remain a through traffic only lane with no parking stopping
or drop off allowed
2. Drive up as close as possible to the main gate.
3. No express drop-off is allowed in the back parking lot. All privileged staff and
volunteer drivers using the rear lot must park their car legally before dropping off
students
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C- Parking Lot Designation (during school hours)
Front parking lot is designated mainly for parents, visitors, teen drivers and vendors.
Rear parking Lot (MYCA)
 Will be reserved for staff, volunteers and cafeteria vendors. If the rear lot is full, or the
MYCA gates are locked this group may use the furthest row in the front parking, adjacent
to the Fire Station, But not the middle island
 No teen drivers are allowed to enter the rear parking lot during school hours i.e. 7:45
AM-3:20PM
 Student drivers will submit a copy of their license, registration, proof of insurance and car
license plate number to the Principal’s Assistant. Students who do not comply with all
parking regulations will be allowed to park on campus
 Those with privileges to use the rear parking lot please keep the gate latched to prevent
young students from wondering out of ACA’s secure campus

Traffic policy enforcement:



ACA will provide staff and volunteers with these policies to assist drivers to comply.
They will be provided copies of the policies to hand out.
Repeated non-compliance will be met with a courtesy reminder, then a warning and
further action by ACA.
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Agreement Statement
I acknowledge that I have received the Arizona Cultural Academy Parent and
Student Handbook for 2015-2016, either as a hard copy, or online access
through the school website at azacademy.org.
I have been given the opportunity to read it and review it with my
child/children. I understand that I may call the school office if I have any
questions about the information contained in the handbook.
I hereby agree to cooperate and abide by all the rules and regulations
provided in the Arizona Cultural Academy Parent/Student Handbook. I
acknowledge that by enrolling in my child in Arizona Cultural Academy, I
acknowledge and agree to terms, conditions, and regulations

51

We hope we have covered all aspects of school life for your child or children in
this handbook.

Insha’Allah we hope this year will be beneficial to our children

We thank you for supporting our school

