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Welcome 

Charles Henry Terrell Academy welcomes you and your child! We believe your association with us will be 

a happy and rewarding educational experience. 

The Administration and Staff at C. H. Terrell Academy will be glad to help you in any way, so 

please do not hesitate to ask for assistance or guidance. 

We appreciate the confidence you show in us by placing your child or children under our direction for 

guidance and instruction - socially, academically, and foundationally. 

Please read this handbook carefully and keep it for future reference. If you have any questions which are 

not answered in this handbook regarding policies or procedures, please contact the Academy. 

Parent and Student Handbook 

It is our goal at C.H. Terrell Academy to create a loving and nurturing environment that Will promote 

learning and personal growth. We expect each member of our school community to be, honest, respectful, 

kind, and amenable. To create such an environment it is necessary that we all follow certain guidelines. 

Mission 

At C. H. Terrell Academy, we offer a unique educational opportunity. It is our belief that all children can 

and will learn once their needs are met in terms of curriculum and environment; the curriculum is 

flexible to meet the needs of each student. At C. H. Terrell Academy, we meet those needs. We provide a 

warm and nurturing environment. Our classes are small for each child(ren) to receive one on one 

instruction. This unique setting guarantees that children of all abilities receive a personalized education 

and ensures maximum academic growth. 

Educational Philosophy 

Our purpose begins with the premise that the only true education is a Foundational education. This premise 

is based on the fact that only a Foundational education deals with all dimensions of life, as viewed from a 

Spiritual perspective of Reality, Truth, and Knowledge. Education is a guide to every aspect of life. 

Proverbs 22:6 tell us, "Train up a child in the way he should go, even when he is old he will not depart 

from it." 

Office Hours 

Office hours vary weekly. Messages may be left on the school email or voicemail during and 

outside of school hours. 
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Re-enrollment 

All Students are required to re-enroll for each subsequent year they wish to attend The Academy.  Current 

C.H.T.A students are given priority registration before opening spaces to transferring students or general 

public. Classes are limited and if registration payments are not submitted in a time consistent with 

registration dates students may be placed on a waiting list. Students who have not attended C.H.T.A for a 

period longer than four months (including the summer months) are required to pass the entrance 

requirements. 

Class Placement 

A student's individual academic, physical, social, and emotional needs determine the appropriate class 

placement. Final class placement decision rests with CHTA administration who utilizes a variety of 

placement tools within their decisions: teacher recommendations, performance on standardized tests, 

admissions test scores, and quarterly grade reports. From time to time, it may be necessary to move a 

student from one class to another in an effort to meet a student's changing needs. 

The Academy reserves the right to place students in the grade level deemed most appropriate for the child 

according to information gathered. Charles Henry Terrell is not an alternative to placement and promotion 

policies of other school systems. 

Withdrawal 

It is necessary for parents, with the intent to withdraw, to contact C.H.T.A so that we may begin closing the 

appropriate accounts. Families who withdraw prior to the start of school forfeit all fees. Families,  

who withdraw during the school year, must give 30 days' notice, and are responsible for tuition charges 

for the balance of the school term. Students are responsible for returning school texts, library books, and 

other school materials. Cumulative records will be mailed upon signed receipt of request from the new 

school. 

Arrival Procedures 

Students may not be dropped off before 8:15am. Students must arrive through the office or designated 

entrance at the designated time. Students who arrive after the time doors/class locked is scheduled to 

begin, must have the legal guardian with a legal documented excuse (ex: medical, weather conditions, or 

unforeseen circumstances approved by an Administrator.) sign his/her child in at the front office. C.H.T.A 

door are locked for safety purposes. Classes will not be interrupted once school begins. 

Departure Procedures 

Under NO circumstance will a student be released to anyone other than those authorized by the parent. 

Those authorized must carry their identification for dispersal personnel. If it becomes necessary for 

someone who is not listed on parental authorization card to pick up a student, the parent should call ahead 

to notify the office, send a handwritten note, fax, or email the Academy at chterrellacademy@yahoo.com. 

C.H.T.A is not responsible for students departing after the official departure time. 
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It is a parental responsibility to notify the school of any specific situations resulting from modified custodial 

rights which might affect student departures. Because the school's ability to enforce disputed custody 

agreements is limited, in situations in which student departures are disputed based upon official or unofficial 

modification of custody, the school may involve the police. 

If one parent has been awarded custody of the student in a divorce settlement, the parent in custody shall 

inform the school of any limitations in the rights of the non-custodial parent. Without such notice, the 

school will presume that the student may be released into the care of either parent. 

During non-dispersal times, students will remain in the designated departure area until a parent or 

guardian is present. Parents can NOT CALL ahead and ask that their child wait in the office. 

Dispersal Safety Rules 

Students must be dropped off and picked up only in designated areas. Students may only enter and exit the 

campus through the office or one of the designated drop-off/pick-up locations. Parents may only enter and 

exit the campus through the office or appointed entry areas. Academy Personelare not permitted to fasten 

children into car seats, connect seat belts, or place children into vehicles. 

For the safety of students, parents dropping off a student should walk the student to C.H.T.A 

Academy entrance and wait until the child is in the building in the care of a C.H.T.A staff 

member. When picking up a student, parents are to park their car, walk to the side walk, take 

their child's hand, and return to 

 

the car. Students are not allowed to go to car unescorted. Parents needing to sign a child out early, 

prior to 3:30 p.m., must come inside The Academy. Children will be released to authorized adults 

only. 

 

Overtime Charges 

If a student is picked up After the normal dispersal time and is not enrolled in the 'after-school' activity 

program, there will be an overtime fee automatically charged to the account. Students enrolled in 'after-

school' clubs or classes will not be charged provided that they are picked up immediately following the 

conclusion of their club or class. Siblings of children involved in after school classes, clubs, or sports are 

subject to after school fees and charges. All children must be picked up prior to the dismissal time of the 

campus. Students not picked up on time will be assessed a fee of $20 per child. An additional S5.00 per 

child will be charged every minute thereafter. This fee must be paid within 24 hours of service. 

Attendance/Tardy Policy 

In the interest of student progress and success, regular and punctual attendance is extremely important and 

Mandatory. A student who is ill, however, should not come to school. Each school is responsible for 

reporting attendance records to the state and according to Georgia law; students are required to attend 

school for 180 days. Students are allowed five excused absences PER SEMESTER In a circumstance 
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where absences may result beyond ten, it will be mandatory for the student to attend The Extended 

Learning Summer Session; parents will be responsible for additional fees. 

The following are the reason for which absences will be excused: 

1. Death in the family 

2. Personal illness along with a doctor's excuse 

3. Acts of God 

4. Observance of religious holidays. 

Reporting of Absences 

1. If the student is going to be absent, the parent must notify the school office by 8:30 a.m. 

2. The student must bring a note signed by his/her parent or guardian the day he/she returns. 

3. Students who arrive at school between 8:31 a.m. — 10:30 a.m. with legal excuse will be 

considered tardy. Attendance of a student arriving after 10:30 a.m., will be considered absent. 

Students leaving after 2:30 p.m. will not have a day of absence counted against them. 

Continued tardiness will lead to future disciplinary action by the administrator and the office will report the 

situation to the Department of Child and Family Services. 

Make Up Work Policy for Illness 

It is the parent/student responsibility to ask the student's teacher for missed assignments immediately 

upon returning to school. The parent should request assignments by phone, email, or note for their child 

if the illness extends beyond two (2) days. If the office is notified by 8:30 a.m. the assignments should be 

ready by the end of the school day. 

When a student misses school or is tardy, all missed work must be completed. If there is not enough time 

at school to make up the work, it must be completed at home. Work that is not made up will result in 

gaining no credit for work in the grade book. Students, with unexcused absences, may not make up work. 

Parents are reminded that even though their negligence may cause the student's tardiness, the student 

suffers the consequences. 

Homework Policy 

Homework properly planned, prepared, and monitored by the teacher and parent is valuable for all students. 

Homework out of school time encourages effective study skills and attitudes. It helps children to develop 

self-reliance, resourcefulness, and responsibility. 

To assist students with the task of completing homework effectively, the teacher will require the students 

to copy their homework in their planner. Parents must view the planner, stating that their child has 

completed assigned work. Some homework assignments are an extension of the classroom instruction and 

are necessary for the student to maintain academic competence. 
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Because education is a lifetime process, it is important for parents to promote independence and 

responsibility for their child through the completion of assigned work. The following suggestions are 

offered for assisting students with homework: 

I. Set aside a specific time each day after school for them to do their work. 

2. Provide a comfortable area at a table or desk. 

3. Take an interest in your child's work. Ask what assignments they have and if they need 

help in understanding what to do. DO NOT Complete Homework For Your Child ! 

4. Keep distractions to a minimum. The area should be quiet. 

5. Review all completed assignments 

When students return to class, they should have assigned work completely finished. 

Students not returning homework will receive classroom discipline which may consist of but not limited to: 

• Missed freetime. 

• Extra assignments 

• No credit for the assignment 

If there is a consistent problem with completion of homework a parent conference with the teacher and 

principal will be arranged . 

Bicycles 

Bicycles, scooters, rollerblades, skateboards, or like transportation are not permitted for students. 

Parents are to arrange reliable transportation for child(ren) daily to accompany with a responsible 

licensed driver. 

Animals 

No animals are permitted on campus without prior authorization from the administration. 

Health and Medical Policies 

As required by Georgia law, each student must have a record of immunization signed by a physician on file 

at the beginning of the school year. 

Students who need to take prescription medications at school must have documentation from the physician 

and the original medication container (no pills in unlabeled containers). Non-prescription medications (for 

example Tylenol) will not be given to students without parental consent. School personnel must administer 

all medications, prescription or non-prescription. Students MAY NOT have any medications in their 

possession. 

Parents will be notified if a student needs immediate medical attention, and early pick-up may be 

necessary. In the event that a child is ill with a contagious ailment, we ask that he/she remain at home for 

24hrs. 
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Medical Information 

Physical Examination 
C. H. Terrell Academy requires that "Each student attending the school be examined by a licensed physician 

within 30 DAYS of admission and annually thereafter." 

All students are required to have an EMERGENCY CARD on file. Parents are to list three (3) persons with 

correct working telephone numbers to be notified in case of sickness or illness. 

A signed EMERGENCY MEDICAL AUTHORIZATION Form is requested to be on file in the Academy's 

office on the first day of attendance. If the authorization is not completed, your child(ren) will not be able to 

attend school. Due to conditions set forth in C.H.T.A Policies, it is the policy to refuse enrollment to 

children whose parents do not consent to transportation for emergency medical treatment.
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Standardized Testing & Progress Reports/ Grading Periods 

Standardized Achievement Tests will be administered at designated testing times to students. 

Interim progress reports are sent home halfway between marking periods (5 weeks). Report 

cards are sent home every nine weeks. Grades are assigned by each teacher on the basis of daily 

work, written lessons, participation, and tests. Achievement grades will be given in the format 

below: 

Grading Scale 

100-96  A   87-89  B  76-75  D+ 

95-94  A-   84-84  C+  74-70  D 

93-92  B+   83-79  C  Below 70 F 

91-88  B   78-77  C- 

  

Dress Code- Students 

C. H. Terrell Academy students have a strict uniform dress policy. All uniforms must be ordered through 

the online uniform store link. Students are required to wear and adhere to certain standards in dress. These 

standards are set to encourage neatness, self-respect, and individuality for C.H.T.A students. 

All students are to be well groomed. Students are to wear specified uniform on all days unless specified 

otherwise by the school administration. On dress day, which are specified by the school, students are 

allowed to wear denim jeans (blue or black only), their Terrell T-shirt/sweatshirt, or a plain colored 

shirt/sweatshirt, and gym shoes. On dress down days T-shirts may not display profanity, nudity, 

advertisements for tobacco, drugs or alcohol, or reference to tobacco, drugs or alcohol. Shirts must cover 

the entire midsection of the body. Shirts must have sleeves; no tank tops or sleeveless shirts are permitted. 

Dresses, shorts, and skirts must be no shorter than four inches above the knee. Pants must be worn on the 

waistline and not below. Pajamas are not acceptable attire. Hats and sunglasses may not be worn in the 

building. Bandanas, head scarves, and rags may not be worn on school property. Closed-toed shoes are to 

be worn at all times. 

Male students attending the Academy are not allowed to wear earrings, rings, bracelets, necklaces, nail 

polish, wear designs cut in their hair, braids, or ponytails without prior approval. Female students 

are allowed to wear one ring on ring finger only, small earrings (no larger than a nickel), one 

necklace, and one bracelet. Nail polish must be light colored (no reds or blacks). Female students 

must limit hair ornaments and color to the school colors and may not be excessive (Principal's 

discretion). 
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Clothing must cover tattoos. Any form of dress or grooming that attracts undue attention or disrupts the 

educational process is unacceptable. Any student who is not properly dressed will remain in school 

suspension until they are in proper attire. One warning uniform notice will be sent to parents if the student's 

dress does not meet the uniform policy. When student attends school out of uniform, the 

 
Parents will be called to pick the child up. The child will not be allowed to return until he/she 

can adhere to the uniform policy. 

Parents should label all garments. The school is not responsible for unlabeled garments. Unclaimed 

garments will be given to charitable organizations after 30 days. 

School Lunch 

The school has lunch between 12:00 P.M. and 12:50 P.M. Each student is to bring their own lunch, 

including eating utensils (catered food is provided during special events). At CHTA, we encourage 

students to have Well Balanced, Nutritional Meals. We ask that parents refrain from packing candy and 

soda. We also ask that sweets be kept to a minimum. Many studies have shown that consuming high levels 

of sugar causes increased activity. The students’ sacked lunches/hot meals must include food from the four 

basic food groups which supply 1/3 of the child's recommended daily dietary allowance. 

NO TOLERANCE POLICY 

Alcohol, tobacco, drugs, or weapons (including toy weapons), sport cards, large amount of candy, 

electronic games and toys, radio's, knives, firearms, fireworks, or any kind of weapon are not permitted on 

or around the premises. At any time, a student's person or belongings may be searched if they are 

suspected of possessing any illegal substances or weapons. Students under the influence or in possession 

of any alcoholic beverages, unauthorized drugs, illegal substances, or weapons while enrolled at C.H. 

Terrell Academy will be suspended and/or dismissed from the school. Locker/ Personal Items checks will 

be unannounced. 

Threats of any kind against teachers, staff, or students are also grounds for immediate suspension or 

expulsion. 

Recess/ Breaks 

The rules for recess/ breaks are made and enforced for the benefit of the student. Most of the rules concern 

the student's safety. However, some of the rules were made to meet their educational needs. 

It is a school policy that all children go outside during recess. If there is some reason (health) that your 

child(ren) cannot participate in recess, please send a doctor’s excuse explaining such circumstances to the 

child's teacher.  
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Conduct Standards 
In order to form a community, a group must agree upon certain standards that will be maintained. At C.H. 

Terrel Academy we base our behavioral standards on God’s Word. The objective is to create an atmosphere 

that promotes the development of Spiritual maturity. This section established specific areas that we believe 

are important in creating such an atmosphere. 

Respect for school authority is a fundamental principle at Charles Henry Terrelll Academy. Students are 

expected to demonstrate a positive and respectful attitude towards all members of the administration, 

faculty, and staff. Particular care should be taken to honor those involved in the sacred trust of teaching. 

Therefore, disruptions caused by unnecessary talking or other distractions will not be tolerated.  

The Academy and its property have been dedicated to God and His service. We are striving to be faithful 

stewards of this responsibility. Students become stewards with us when they join The Academy. We expect 

students to accept that responsibility, therefore, any action that damages or defaces the property will lead 

to disciplinary actions. (God made mankind stewards of his creation.) 

Scripture is clear in its teachings concerning God’s expectations of personal growth. Therefore, theft, lying, 

dishonesty, gossip, slander, backbiting, profanity, occult practices, the use of tobacco, alcoholic beverages 

or controlled substances in any form are strictly forbidden on or off campus. 

There are many scriptural principles incorporated in the mission of C. H. Terrell Academy. Certainly, at 

the hearts of all these principles is a desire to set Godly standards for all its activities. 

Student Conduct 

Students are expected to be respectful of instructor's, administrator's, visitor's, student's, and the property 

of the school in order to promote learning. Any student who becomes an obstacle to learning will be 

removed from the class, and in certain circumstances from the school. 

 Students may not bring obscene or offensive pictures, magazines or books to school. 

 Devices, Video games, CD, DVD, and MP3 players, and lasers should not be brought 

to school unless given permission by administration. If a student is found with any of the 

above devices, they will be confiscated and given to a charitable organization. 

 Internet use is by permission only and limited to acceptable sites. C,H.T. A has attempted to have 

blocks have been placed on the Internet connection to restrict content. 

 There is to be no food in the classroom, and no gum in the building. 

 There is to be no throwing of objects of any sort. 

 Students may not leave their class without the teacher's permission, 
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 Students may not leave school grounds without a parent, unless with written permission. 

 

 There is to be no public display of affection to include hugging, kissing, or touching. 

Consequences for Infractions of the Code of Conduct 

Students are free to choose, but they are not free to determine the consequences of their choice. The 

administration and staff are responsible for overseeing students' conduct and for determining 

consequences that are appropriate for offenses. The administration maintains conduct records, which are 

summarized and become part of the student's official grade reports and transcripts. It is our intent to keep 

students in school as much as possible. We believe discipline for misconduct should not come at the 

expense of education. Depending on the severity and repetition of the infractions and the conduct record 

of the student, the school may impose one or more of the following consequences: 

Corporal Punishment  

Verbal and Written warnings 

Written assignments. 

Research Projects 

School and community service 

Before and after-school detention and work details 

Weekend work details 

In-School Suspension 

Out-of-School Suspension 

Dismissal 

 

Two written warnings will lead to a suspension. Two suspensions will lead to dismissal. A suspended 

student is automatically placed on probation for the remainder of the year. If a student’s conduct, attitude, 

or lack of effort continues to result in infractions, the student will be dismissed from C.H. Terrell Academy. 

For infractions that occur in the classroom, individual teachers may also impose consequences for 

conduct violations such as remaining after school or doing written exercises or letters of apology. The 

ultimate goal is to help a student change negative habit, to learn from infractions, and to prevent repetition 

of the same offense. Infractions are graded as part of the student's overall evaluation. 

Although we want children to succeed at our school, we reserve the right to suspend or expel a student at 

any time for excessive misconduct. 
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Disrespect of Administrators, Faculty, and Staff Members 

Members of the administration, faculty, and staff are charged with supervising, teaching, and correcting 

students as the work towards individual academic and personal goals. Students are expected to be cordial 

and respectful, to follow directions, to demonstrate respect and common courtesy through both verbal and 

body language. They are also expected to complete tasks requested of them. The school will not tolerate 

disrespect, sullenness, bad attitudes, talking back, or willfully ignoring requests and instructions. Students 

who fail to demonstrate respect in the opinion of the administration will be subject to immediate 

suspension or dismissal. 

Bullying or Mistreating Others 

The school expects each student to treat others with respect and courtesy in the classroom and in social 

activities. The school attempts to instill in each student the respect for the unique qualities and 

personalities of each individual. Abusing or coercing others with browbeating words, force and harassing, 

or ridiculing other students are offenses normally dealt with by consequences of suspension or dismissal. 

Racial, sexual, or other types or language judged by the administration to be offensive, intimidating, or 

harassing will be dealt with seriously. Students are cautioned that any type of name calling or humor may 

be perceived as harassment even when such remarks are done in jest. Such behavior, therefore, should be 

avoided. 

Horseplay and Fighting 

Rough or boisterous play, even when done in jest or good humor, can often lead to serious injuries as well 

as hurt feelings. Students are discouraged from horseplay because such physical interactions may cause 

intentional or unintentional person injury or damage to property, This type of behavior includes any type 

of hitting, pushing, punching, or fighting with others. In a situation where a student accosts another 

student, the accosted student is to report the incident immediately to a faculty member who can take 

immediate action. The accosted student is to refrain from retaliating. When both students engage in 

fighting, both will receive punishment. 

Intentional Lying Cheating, Stealing, or Plagiarizing 

Students are expected to tell the truth, refrain from taking the possessions and work of others, turn in work 

that is of their own creation, and apply academic standards that prevent plagiarism. Lying, cheating, 

stealing, and plagiarizing are considered serious offenses. 

Vandalism 

The intentional defacing of an individual's or the school's property, and the destruction of property are 

considered serious offenses with the student subject to immediate suspension to dismissal. 
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Profane, Vulgar, or Abusive Language 

Students are expected to behave as young ladies and gentlemen and to monitor their language. 

Therefore, students using profane, vulgar, or abusive language deemed so by the administration will be 

subject to immediate disciplinary consequences. Any repetitious behavior may lead to immediate 

suspension or dismissal. 

Cellular Phones and Pagers 

The school understands the need for parents to have communication with their children before and after 

school hours. However, during school hours parents may leave messages at the office whenever there is 

an urgent need. Cellular phones and devices must be turned off while students are at school. If a student 

fails to turn off his/her phone or pager, the school reserves the right to confiscate permanently and hold it 

until the end of the school year. 

During extreme emergencies, a faculty member will contact someone listed as an emergency contact. 

Licensing Information Statement 

Charles Henry Terrell Academy is licensed by the Richmond County License and Inspection Department 

and operates consistently with any applicable federal, state, or local regulations regarding group size, 

child/staff ratio, etc. We are accredited by Georgia Accrediting Commission Inc.  

Lost Child Policy 

The staff will follow the outlines procedure: 

1. Check office to see if child has been signed out 

2. Check child's classroom and with child's teacher to see if child has been seen 

3. Notify Principal 

4. Staff will contact the parent a work 

5. The Principal will call the police 

Parent Information 
Abuse Report Requirement 

Georgia law mandates that Terrell Academy personnel must report any case of suspected, real, or alleged 

child(ren) abuse to the proper authorities. Department of Family & Children Services. 
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Fire & Tornado Drills 

Instructions and directions for fire and tornado drills are posted in each room of the building. Students 

should be aware that setting off false fire alarms or tampering with fire extinguishers is considered serious 

offenses which will result in a suspension and could include a recommendation of expulsion. 

The Academy has scheduled fire drills and tornado drills as specified by the Fire Codes or Georgia. 

Documentation of these drills is located in the office. 

Emergency Procedures 

In cases of extreme weather, we will follow recommendations from Richmond County. In the event of a 

national or local threat of war or terrorism, we will follow recommendations from government agencies. 

Days missed due to school closures will be made up at the end of the school year. 

Student Driver Regulations 

Cost of Parking Permits: $50.00 per year 

$45.00 after 1st quarter — (QTRS 2, 3 and 4)  $35.00 after 2nd quarter- (QTRS 3 & 4)  

$25.00 after 3rd quarter- (4th QTR only) 

Parking Information and Rules: 

1. Students will lose parking privileges if found leaving school without authorization. Students will also 

lose their parking privileges if they transport other students off of school property during the school day. 

2. The school decal must be visible from the outside of the vehicle. 

3. Student drivers will abide by all school regulations and policies, including a 15 mile per hour speed limit 

in the school zone. Student drivers will follow faculty directions when entering or exiting the parking 

lots. 

4. Student drivers must maintain academic eligibility. If a student becomes academically ineligible their 

permit will be revoked until eligibility is restored. 

5. Punctuality and good attendance are necessary to maintain parking privileges. Habitual lateness and/or 

absences will be grounds for revocation. Tardiness due to car trouble is not lawful. 
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6. The student driver will drive carefully on school grounds at all times and will park his/her car 

immediately upon arrival (between 8:00 and 8:25 and 15 minutes prior to class for evening classes) at 

school. Students will vacate their vehicles immediately upon parking. 

7. The student driver will park only in the designated areas assigned by the office. 

8. The school assumes no responsibility for vehicles on school property since each student is 

to be provided with the opportunity to arrive by parent or legal guardian. 

9. Please note that all vehicles are subject to be searched while on school property. Students 

are responsible for ensuring all contents in their vehicle adhere to CHTA policies. 

10. The student driver will immediately notify the school of any change in vehicles. The decal must 

match the car for which it was issued and cannot be used on any other vehicle or by any other driver. 

The Village  


