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Assalamu Alaikum wa rahmatullahi wa barakatuh!
 
Welcome to Sunrise Academy!
 
We are honored to be working with you and your child during this academic year. This handbook
provides general school information on Sunrise Academy, including school policies and
procedures. The information is readily accessible and should answer most of your questions.
 
It is important that you read this handbook and retain the information so you can refer to it
whenever needed. Please do not hesitate to contact us and address any questions or concerns. 
We will be happy to answer you.  
 
We feel grateful to have the opportunity to work with you and your child during this year. We
will certainly do our utmost to help our students achieve academic excellence, and to build a
strong Islamic identity in their journey at Sunrise Academy and beyond. 
 

Respectfully,
 
Sunrise Academy Administration
Sunrise Academy 
5657 Scioto Darby Road
Hilliard, OH 43026
 
Tel. 614.527.0465
Fax. 614.527.4265
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IMPORTANT SCHOOL INFORMATION

Administrative Staff
Staff Member

Name
Staff Member Position Staff Member Email

Mrs. Mairvat
Mrayan

Arabic, Quran, and Islamic Studies
(AQIS) department Director

mrayanm@sunriseacademy.net

Mrs. Tina
Al-Fayyomi

Preschool Director talfayyomi@sunriseacademy.net

Ms. Amne
Shalash

Lower Elementary Lead (KG – 2nd

Grade)
ashalash@sunriseacademy.net

Mrs. Tavan
Abdullah

Upper Elementary Lead ( 3rd – 5th

Grade)
tabdullah@sunriseacademy.net

Miss Shahira
Elgeziri

Middle and High School Principal selgeziri@sunriseacademy.net 

Mrs. Hind
Ouhammou

Business Manager houhammou@sunriseacademy.net

Mrs. Mehreen
Suhail

Senior Administrative Officer msuhail@sunriseacademy.net

Mrs. Arij Khan Administrative Assistant akhan@sunriseacadmey.net
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School Address Important School Numbers

Sunrise Academy Main Office Phone………....(614) 527-0465
5657 Scioto Darby Road Main Office Fax……………(614) 527-4265
Hilliard, Ohio 43026

School Website                                School Email Address

www.sunriseacademy.net info@sunriseacademy.net

School Hours

8:30 am – 3:30 pm

Latchkey Hours

4:00 pm – 6:00 pm

OUR GUIDING PRINCIPLES

● We believe that every student deserves to learn in an atmosphere in which they are
known, challenged, supported, and respected, and that every child should be guided to
achieve his/her highest potential;

● Our students, teachers, staff and parents are partners.  We believe that our success
depends on everyone working together toward a common goal of educating our children
and building a strong community;

● We are committed to excellence in everything we do.  That commitment shall be reflected
in all our decisions and processes;
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● We value and honor our teachers and staff for their expertise, quality and hard work, and
devotion to our students.  They are the nurturers of academic excellence, spiritual
growth, and character;

● We observe and promote Islamic values of responsibility towards others, openness, and
fairness.

● We abide by Islamic rules and codes of conduct and observe the highest standards of
ethical integrity in everything we do;

● Individually and collectively, we think and always act in the interest of the School as an
institution so we may please Allah, facilitate the long-term success of the School and
serve the interest of the community.

● We respect and value diversity;

● We promote respect, innovation and collaboration;

● We are committed to being responsible stewards of the financial resources entrusted to us.

OUR MISSION

To prepare and support our Muslim-American students for a brighter future where they
can excel academically and socially as positive and educated Muslim-American role
models.

OUR VISION

In a partnership with the community, Sunrise Academy will prepare and develop life-long
Muslim-American learners who can excel, succeed, lead and contribute positively
anywhere they go.

OUR EXPECTATIONS

Continuous Improvement
Comparative Excellence
Outstanding Reputation



OUR VALUES

Responsibility

Integrity

Shine

Empathy

DESCRIPTION OF VALUES

Responsibility
(Seek/Navigate)

“We must exchange the philosophy
of excuse for the philosophy of

responsibility.” 
 Barbara Charline Johnson

● We find a way, or make one, to succeed.
● I finish what I start.
● You can count on me.
● I search for ways to find answers to all my questions. I

am hungry to learn and grow my brain. I use the right
tools and resources, in the proper way, at the proper
time.

● I know who to go to when I need help.

Integrity
(Respect)

“Integrity is doing the right thing,
even when no one is watching.” 

 C.S. Lewis

● I do the right thing when no one is watching.
● I treat others the way I want to be treated.
● My independent work is my own. +

Shine
(Excellence/Effort)

“Where there is no struggle, there is
no progress.”  

Frederick Douglass

● I persevere every day to make sure that I met my best
potential.

● I will work hard in everything that I do.
● I keep going when things are difficult.
● I push to answer every question, even when I’m not

sure if I know the answer.
● I remain confident and calm when others say mean

things to me.

Empathy
(Unique/Diversity)

● I feel other’s joys and sadness.
● I support my teammates when they take a risk or make

a mistake.
● I ask for help when I see a teammate being mistreated.



 “Each of us is a unique strand in the
intricate web of life and here to make a

contribution”
Deepak Chopra

● I try to make a teammate feel better when they are
facing a challenge.

PHILOSOPHY

The educational philosophy of Sunrise Academy is one that emphasizes the education of the
“total person.” It is one that encourages students to explore and grow in their knowledge of
themselves and creations of ALLAH (SWT). We inspire a generation of young men and women
who are firmly in touch with themselves, their heritage as Muslims, and their place in a
contemporary society. The main goals of Sunrise Academy are to follow and implement Islam as
a complete way of life as prescribed in the Qur’an and Sunnah: to provide a high quality
education, to instill a love of learning in the students, and to graduate students who will rely on
Islam as a complete way of life.

STATEMENT OF NONDISCRIMINATION

The School Board declares it to be the policy of Sunrise Academy to provide an equal
opportunity for all students, regardless of race, color, creed, disability, religion, gender, ancestry,
age, national origin, or social or economic background to learn through the curriculum offered by
this school.

No student shall, on the basis of: gender, marital or parents/guardians status, race, ethnicity,
religious belief or disability, be denied the opportunity to participate in or obtain the benefits of
any educational program offered by Sunrise Academy.

To be certain that all non-discrimination policies and procedures are administered properly, the
Sunrise Academy School Board has appointed the Principal, to act as coordinator of such
policies and procedures.  Concerns or questions may be directed to his office at:

5657 Scioto Darby Road
Hilliard, Ohio, 43026
Ttelephone (614) 527-0465.

SCHOOL BEGINS AT HOME

We want every student to experience success at school, and you can help your child do so.
Getting your child’s day off to a good start is one of the effective things you can do for him/her.
 You can make sure your child starts each day on a positive note by cooperating with and
supporting our efforts in the following way:



● Send your child to school on time, not late or very early.
● Teach your child to respect and obey all school staff and school policies.  All teachers and

other adults have authority and are responsible for the safety of children and general
building order.

● Speak with your child about treating other children in the same manner as she/he wishes
to be treated (avoid name calling, arguing, etc.)

● Tell your child to go directly to and from the bus route using the same route/routine every
day.

● Send your child to school properly washed and dressed, using the dress code and weather
conditions as guides.

● Good nutrition maximizes your child’s day at school.  Please provide your child with a
nourishing breakfast and lunch.

● Discuss with your child all the information in this handbook so that she/he clearly
understands what is expected from him/her at school.

● Become actively involved in your school.  You can do so by participating in the PTO, or
by volunteering to assist with special school projects.

● If anything changes that would affect your child’s behavior or academic process at
school, you must notify his/her teacher or the Principal.

● It is very important that you tell your child when he/she is doing a good job in school –
praise him/her for good efforts and good behavior at school.  We will do the same at
school.

This can be a successful learning experience for your child, but it will take a lot of hard work on
his/her part as well as your cooperation as parents.  It’s worth everyone’s best effort, and we
guarantee to give each child our very best.

BREAKFAST/LUNCH PROGRAM

Breakfast
Breakfast will be served at school in the gym beginning at 8:00 a.m. and will end at 8:25 a.m.
Breakfast consists of cereal, a multigrain bar and milk. The cost of each meal is $2.00. Students
can also purchase milk at the school for .50 cents.

Lunch
Sunrise Academy offers a hot lunch program daily beginning in September and ending in May.
The cost of each meal is $3.50. If a meal is not purchased, then the student will need to bring
their lunch. Hot lunches must be purchased according to the guidelines set by the Principal.
Students can also purchase milk at the school for .50 cents. Sunrise Academy does not furnish
microwaves for student’s use.



All breakfast and lunch can be purchased through the front office or our EZ School Apps. This
product offers the (school or district) a safe and secure way to pay for student meals online from
any browser using EZ Parent Center (www.ezparentcenter.com ). 

MORNING ARRIVAL

Arrival will begin at 8:00 a.m. Students are to report directly to the gymnasium if arriving before
8:15 a.m. Students arriving by car are to be dropped off at the designated area in the parking lot.
 Cars should proceed with caution and at slow speeds while in the parking lot. 

Students should not arrive before 8:00am

All students who walk to and from school are expected to do so safely. Also, students are
expected to use public walkways and not cut through or damage private property. NEVER walk
between buses. 
Any students arriving after 8:35am are considered tardy. Students arriving after 8:35am should
report to the main office. 

AFTER SCHOOL DEPARTURE

School ends at 3:30 p.m. School buses will be the only vehicles allowed to enter the parking lot
after 3:15 p.m. Cars are not permitted to enter the parking lot in the afternoon until all school
buses have left the campus. The majority of our students ride the bus, and we want to limit the
number of cars in the parking lot. This is for safety purposes only.

Bus Riders                                                                                                                                   

Students will be dismissed at the end of the day from their classrooms once their bus arrives.
Students are to report directly to their buses once their bus has been announced over the
loudspeaker. 

Car Riders
Students who are being picked up must be in the gym by 3:35 p.m. Students will sit at their
designated table or on the bleachers until their name is called by a Sunrise Academy staff
member to indicate that their parent has arrived. Parents who arrive after 3:50pm will be able to
drive into the school parking lot to pick up their child. Parents who arrive at 4:00pm will be
required to pick up their child from latchkey. There will be a late pickup fee after the first 10
minutes, of $10 per child. After 10 minutes, parents will be charged $5 per child for every
additional 5 minutes.   
**Important, Please Note: If someone, other than the child’s parents, will be picking the
student up from school, the child’s parents MUST contact the main office BEFORE 3:00
p.m. to let the school know. If parents fail to notify the school, the child will NOT be

http://www.ezparentcenter.com


released to that individual and will remain at school until we receive parent confirmation of
this pick up.
At 4:00 pm, students who have not been picked up will be taken to latchkey. Please note that
there is an additional charge for latchkey services. After 6:15 p.m., students whose parents have
not called with a sufficient excuse for their delay will be referred to Franklin County Children
Services.

Parents/guardians picking up students during school hours shall remain in the front office until
someone in the office escorts their student(s) to them. 

At no time are parents taking students directly from their classes. 

PARKING

Only cars with the handicap stickers/passes are permitted to park in the handicap parking spots
per federal law. Anyone parking illegally (without the sticker/pass) may be charged $250 on their
child’s account. If the individual continues to park illegally in the handicap parking spot after
they have been warned and charged by school administration, then law enforcement will be
called to handle the matter further.

Leaving a vehicle unattended while blocking traffic or parking spaces is strictly prohibited. Any
cars left unattended or that block traffic may be towed at the driver’s expense.

LEAVING SCHOOL GROUNDS

Once a student arrives at school, whether by walking, bus, or drop off, he/she is not to leave
unless authorized by school personnel. Doing so would constitute a Level III infraction and
could be cause for expulsion. The procedure for an early dismissal is outlined under “attendance
procedures.” Students are not to loiter in the parking lot before, during, and/or after school.

SCHOOL CLOSINGS

SCHOOL CLOSINGS
 
If it becomes necessary to close the school, or do an early release, during the school day due to
unexpected emergencies such as severe weather or safety emergencies, the closure
announcement will be made via Sunrise Academy’s voice mail/ text service and Facebook page:
Sunrise Academy Stallions. Parents/Guardians are urged to make arrangements with a neighbor
or friend so that the child will have a place to go if the parents/guardians are not home. It is also



very important to communicate to your child what he/she should do if this situation occurs. The
school will follow your “Emergency Release Plan.” If at any time the information on your
Emergency Release Plan changes for your child, it is the parent/guardian’s responsibility to
notify the main office of the change.
 
Furthermore, Sunrise Academy is closed when Hilliard City Schools or Columbus City Schools
are closed due to severe weather. If Hilliard or Columbus City Schools operate on a 2-hour delay,
Sunrise Academy will still operate at normal school hours if this occurs during the school day.
 
For severe weather condition school closures: Parents will be notified that evening or by 6:00AM
the morning of the closure. The announcements will be made via Sunrise Academy’s
voicemail/text services and the school’s Facebook Page: Sunrise Academy Stallions as well as
over the following television stations: Channel 10, Channel 4, and Channel 6 News. If Hilliard or
Columbus City Schools experience a 2-hour delay, Sunrise Academy will still operate at normal
school hours.
 
School closure procedures due to COVID-19 are described in detail in our school’s reopening
plan. 

STUDENT ATTENDANCE POLICY

Achievement and attendance are highly related.  As a result, attendance records become a
significant factor in the promotion or retention of a student. Rules and regulations regarding
excessive absenteeism and tardiness shall be enforced.
Students are expected to be in school, on time, every day. Occasionally, absence or tardiness
cannot be avoided and may be excused if the student brings a written note stating the reason. It
is within the desecration of the Principal to decide whether or not to excuse an absence or tardy.
 The following are considered valid reasons for an excused absence:

● Illness of the student.  (The Principal may require the certificate of a physician, if it is
deemed necessary.)

● Illness in the family necessitating the presence of the child. (The Principal may require the
written statement of a physician and an explanation as to why the child's absence was
necessary, if it is deemed appropriate.)

● Quarantine of the home.  (The absence of a student from school under this condition is
limited to the length of quarantine as fixed by the proper health officials.)

● Death of a relative. (The absence arising from this condition is limited to a period of three
days unless a reasonable cause may be shown by the applicant child for a longer absence.) 

● Observance of a religious holiday.  (Any student of any religious faith shall be excused for
the purpose of observing a religious holiday consistent with his/her creed or belief.)

● Emergency or other set of circumstances in which the judgment of the Principal constitutes a
good and sufficient cause for absence from school. 



When a student is absent from school, a parent/guardian must call by 9:00 a.m. to report his/her
child’s absence from school.  If the parent does not contact the school, the school will make
every reasonable attempt to contact parents/guardians at home or at work.

A written note is required to excuse an absence. Written notes are to be turned in to the front
office explaining the absence within three days of the child’s return to school. Parents may call to
get their child’s homework only after they have missed two consecutive days of school.

If a student is picked up early for a doctor’s appointment or for another valid reason, a student
needs to be signed out in the office by the parents/guardians before leaving.  Note in the tardy
count will be the number of times a student leaves school before 3:30 p.m. Early dismissals
during the last forty five (45) minutes of the day are very disruptive and are discouraged. 

If a student is picked up for a doctor’s visit, then they must return with a doctor’s excuse.  If a
doctor’s excuse is not presented, the dismissal will be considered unexcused.

Students who accompany their families on vacation of reasonable length shall be considered
truant, unless approved through administration. However, the Principal and the student’s teachers
must be notified of such absence two weeks in advance. Make-up work will be provided, if
needed. Trips of more than ten (10) consecutive school days will not be approved except in
extraordinary circumstances as defined by the Principal.

Excessive Tardiness Absences & Truancy
Every 210 minutes (3.5 hours) a student is late or for every 210 minutes (3.5 hours) a student
leaves early, or a combination of the two, will be considered a half day absence. It will be up to
the discretion of the Principal if the half day absence will be considered excused or unexcused. A
running record shall be kept in by the main office.

Absence for more than 300 minutes of the school day (5 hours) will be counted as a full day
absence.

Any student who has accumulated ten (10) unexcused absences within the school year must have
a mandatory meeting with their parent/guardian and the Principal to explain the circumstances of
the missed days. 

Any student who has accumulated eighteen (18) unexcused absences within the school year
will be reported to the Ohio Department of Education for truancy and may be required to
appear in court. Furthermore, the student will be at risk of possibly being withdrawn from
Sunrise Academy.

Any student receiving an absence, whether excused or unexcused, will be allowed to make up
any work missed including tests.



UNIFORM GUIDELINES

Parents must purchase their child(ren)’s uniform from the approved vendors below only. This is
to ensure uniformity. 

All uniform can be purchased through Malimar Clothing LLC using this link:
https://www.malimarclothing.com/

 The school uniform guidelines are:

Boy’s Gym Uniform:

 Kg – 5th Grade

● Sunrise Academy gym shirt (short or long sleeves)
● Navy blue athletic pants (black pants are not permitted) 
● Gym shoes 

 Girl’s Gym Uniform:

 Kg – 5th Grade

● Sunrise Academy gym shirt (long sleeve only 4th-5th) 
● Navy blue athletic pants (black pants are not permitted)
● Gym shoes

 Boy’s School Uniform:

 KG – 5th Grade

● Solid navy blue uniform pants to be worn with a black or brown belt.  Jeans or
sweatpants are not permissible at school.

● A light blue polo shirt with the Sunrise Academy logo. Shirts must be tucked in.
● Sunrise Academy Field Trip shirt for when students go on field trips.
● Shoes must be appropriate for sports activities. Sandals, cleats, or heels are not

permissible.
● Navy sweatshirt or navy sweater with Sunrise Academy logo may be added for warmth.

 

Girl’s School Uniform:

 Kg – 3rd Grade

● Solid navy blue pants or jumper (must be knee length or longer) with the Sunrise
Academy logo with navy pants underneath; girls in grades K-3 may wear Navy blue

https://www.malimarclothing.com/


leggings with jumpers only. Leggings must be plain and have no zippers, pockets or
stripes.

● No jeans, shorts, sweatpants, skorts or short skirts may be worn at any time.
● Short sleeves or long sleeve light blue polo shirt with the Sunrise Academy logo if worn

with pants.
● Sunrise Academy Field Trip shirt for when students go on field trips.
● Shoes must be appropriate for sports activities. Sandals, cleats, or heels are not

permissible.
● A plain white hijab is required for salah.
● Small earrings or jewelry are permissible.
● No fingernail polish, makeup, or perfume.
● Navy sweatshirt or navy sweater with Sunrise Academy logo may be added for warmth.

 4th – 5th Grade

● Solid navy blue Abaya or jumper (must be knee length or longer) with the Sunrise
Academy logo with navy pants underneath.

● No jeans, leggings, shorts, sweatpants, skorts or short skirts (skirt must be below the
knee) may be worn at any time.

● Long sleeve light blue polo shirt. 
● Sunrise Academy Field Trip shirt for when students go on field trips.
● A plain white hijab is required for salah.
● Shoes must be appropriate for sports activities. Sandals, cleats, or heels are not

permissible.
● A plain white or black hijab is required (5th grade.) 
● Small earrings or jewelry are permissible.
● No fingernail polish, makeup, or perfume.
● Navy sweatshirt or navy sweater may be added for warmth.

Dress Down Day Uniform Guidelines: 4th – 5th Grade
Boys and Girls 

● All clothing must be long, loose fitting, and appropriate for salah. 
● No leggings 
● No open toed shoes at any time. (Ex: No sandals or flip flops)  

● Boys and Girls: Shirts must be long enough to cover the backside when bending over
especially during salah. 

● Boys: Pants should be loose fitting and an appropriate size.No cargo pants. No sagging.
● Girls: If wearing skinny jeans, then shirt length MUST be below the knees. 

● Girls: Hijab is required.

STUDENT/CLASSROOM EXPECTATIONS

Sunrise Academy students will adhere to the SLANT expectations while in the classroom.



SLANT is an acronym used to reinforce appropriate classroom behavior. SLANT is effective
because it identifies the five key behaviors that will allow students to be successful and absorb
the most information. The acronym is:

S– Sit up

L– Listen

A- Ask and answer questions

N– Nod your head

T– Track the speaker

SCHOOL RULES

1. Remember Allah (SW) is always watching
2. Work Hard Everyday
3. Keep Hands and Feet to Yourself
4. Treat People the Way You Want to Be Treated 

Playground Rules
1. There is to be no sitting on the picnic table tops.
2. There is to be no standing on the picnic tables’ seats or tops.
3. No climbing on the outer brick sides/walls of Building A or any other building. 
4. When the whistle blows, all students are to line up.
5. There is to be no picking up or throwing mulch or rocks.
6. There is to be nothing thrown over the fence. 
7. Students should only go up the steps on the slide, not go up the slide.
8. Students should go down the slide only on their bottoms.
9. If a ball goes to the parking lot, students should ask a teacher to get the ball. 
10. If a child must go to the restroom, they are to enter Building A with their teacher’s

permission.  
11. No students are to return to the cafeteria after their lunch is over. 
12. No students are to go past the yellow fencepost in the side yard.
13. No student is to be by the Building A classroom windows or behind Building A without a

teacher present.

BEHAVIOR MANAGEMENT SYSTEM

Elementary School Behavior Management System - K-5: 



Positive Incentives for Positive Choices - When students shine in their behavior, follow rules,
and live our values, they can earn rewards. Positive incentives will be at the discretion of the
classroom teacher. 

Color System for Positive and Negative Choices - When students make choices that do not align
with our rules and values or when they make positive choices, they move along this 7-step color
system:

Step 7 Rainbow- Students that reach this step have gone above and beyond.
Teachers/students will refer to this step as “going beyond Z” 

Step 6/5/4 Yellow – Students will start their day on 4 and can move up the tracker
through positive behavior. If a student finishes their day in Yellow, they might have made
a few negative choices, but still SHINED for most of the day.  

Step 3/2 Blue - If a student finishes their day on Blue, they made several choices that
made them and their teammates sad, or “Blue.”

Step 1 Gray - If a student finishes their day on Gray, they make many negative choices
throughout the day.  It was a cloudy, gray day.

Step 0 Red – If a student finishes their day on Red, they made many negative choices
and were referred to the office for a Level 2 Major Infraction and will receive a
consequence. 
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Every student starts over at Step 4 on each new day.

During the course of one day, students are able to move up or down the color system to ensure
students feel successful and know that they can “turn their behavior around”.  

STUDENT CODE OF CONDUCT

Sunrise Academy students, parents, and staff members are expected to display high standards of
personal Islamic conduct. Such standards are important for personal pride and achievement as



well as school pride and reputation. Those who display inappropriate behavior can damage the
reputation of the school.

The discipline procedures of Sunrise Academy shall be based on the premise of ZERO
TOLERANCE and that every student attending school is able to differentiate between right and
wrong, that every student is aware that he/ she is attending school primarily to learn and profit
through the course of study, and that constituted authority and school regulations are necessary
for the proper conduct of the school.

The School Board recognizes that it has a solemn obligation to protect the public property
entrusted to its care and authorizes and charges the Principal with the task of protecting the rights
and privileges of those students who sincerely desire to learn and who make an honest effort to
do so. Any student who demonstrates that he/she is unable to differentiate between right and
wrong, or who has no apparent desire to profit from the course of instruction, or who has no
regard for the rights of the students, or any combination of the above is subject to severe
disciplinary action including expulsion from Sunrise Academy.

Authority of School Employees 
All employees of Sunrise Academy have certain responsibilities to the school; and in order to
carry out these responsibilities, they have authority to correct students when the need arises. If
any employee corrects any student, whether the employee is faculty, clerical, custodial or a bus
driver, the student is expected to accept such correction. Students and parents must comply with
staff directions while at school or during school related activities. Refusal by student or parents
to abide by the rules and regulations of the school may constitute a forfeiture of the right of the
student to attend Sunrise Academy or forfeiture of the parents’ right to visit the school or school
related functions.

Conduct is in Force 
The Sunrise Academy Discipline Policy applies in the following situations: 
 

1. During regular school hours.
2. On the school bus or other transportation sanctioned by the school. 
3. During school sponsored events.
4. When going to and from school on field trips 
5. During events and activities associated with the school.
6. With respect to any misconduct of personal nature or directed at others which violates

this discipline policy, whether on or off school premises.
 
Additionally, the Principal is authorized to take disciplinary action when a student’s misconduct
away from school has a detrimental effect on the other students or on the orderly educational
process. 

LEVEL SYSTEM



Sunrise Academy’s Code of Conduct is based on the level system approach. Infractions are
categorized by level and as such call for different discipline approaches based upon the level of
the infraction. More detail of consequences can be found in the Discipline Handbook. The
Principal is empowered to determine at which infraction level a violation will be considered.
Sunrise Academy will use the infraction levels listed and defined below:

1. Level  I – Minor Infractions
2. Level II – Major Infractions 
3. Level III – Removable Infractions

Level 1 Infractions will result in a student demerit and will follow the Demerit policy. Level
II and Level III Infractions are non-negotiable (sent directly to principal without demerits)
and will follow the Level System Disciplinary Policy. Descriptions and disciplinary actions
can be found in the Sunrise Academy Discipline Policy Handbook located on the school
website at www.sunriseacademy.net.  

Level I Infractions - Minor Infractions  

Students Earn Demerits for the following level 1 behavior:

Level I infractions are conduct that obstructs orderly operations of the classroom or school.
 Level I infractions should be handled by the classroom teacher using the demerit system. 
Documentation of infractions/demerits should also be documented through PowerSchool .  

The following is a list of what would be considered Level I infractions. This list of infractions is
not all inclusive, but only representative and illustrative.  A student committing an improper
act of misconduct, which does not happen to be specifically listed, is still subject to disciplinary
action. 

● Disruptive classroom behavior
● Littering
● Refusal to do classwork
● Cell phone or other electronic devices use without authorization (maybe subject to

confiscation)
● Misuse of technology
● Minor academic misconduct
● Violation of playground rules 
● Minor inappropriate language 
● Minor theft 
● Verbal altercation
● Disrespect towards others
● Play fighting or horse play

Level II Infractions - Serious Infractions
Level II infractions are serious disciplinary violations that warrant the involvement of the
Principal. Contact must be made on all Level II infractions through a personal conference, phone
conference, or in the event the previous are not possible, through written communication by the
Principal to the student’s parents. Students receiving a Level II infraction are subject to

http://www.sunriseacademy.net


disciplinary action ranging from in school detention or out-of-school suspension. Once a student
has reached more than five (5) Level II infractions further action will be taken by the school.

The following is a list of what would be considered Level II infractions. This list of infractions
is not all inclusive, but only representative and illustrative.  A student committing an
improper act of misconduct, which does not happen to be specifically listed, is still subject to
disciplinary action. 

● Serious academic misconduct
● Inappropriate Touching
● Major Theft 
● Misuse of technology
● Altering official documents
● Damage or destruction of school property
● Insubordination
● Fighting
● Minor bus infractions
● Bullying
● Truancy
● Major Inappropriate language

Level III Infractions –Removable Infractions
Level III Infractions are conduct that is serious or illegal and are potentially life or health
threatening. Sunrise Academy considers all Level III infractions to be very detrimental to the
school and its students. A student charged with a Level III violation may be subject to an
immediate removal by the Principal. This removal may not last more than ten (10) days pending
a recommendation for expulsion by administration, at which time the School Board must come
to a decision. Students expelled from Sunrise Academy due to level III infractions may not be
reinstated at a later date.  The proper authorities will be notified in the event that a student
commits any illegal act.  Parent(s)/guardian(s) will be required to meet with school personnel
and the proper authorities.  This list of infractions is not all inclusive, but only representative
and illustrative.  A student committing an improper act of misconduct, which does not happen
to be specifically listed, is still subject to disciplinary action. 

● Ethnic intimidation
● Arson
● Assault
● Weapons of any kind
● Drugs or illegal substances of any kind
● Explosive devices or bomb threats
● Vandalism
● Serious misuse of school technology or property
● Serious Theft
● Leaving campus without authorization
● Major bus infractions
● Verbal abuse of students or staff
● Gender fraternization or promiscuous behavior 



Dangerous Weapons in the School 
The School Board is committed to providing the students of Sunrise Academy with an
educational environment that is free of the dangers of firearms, knives, chemical devices and
other dangerous weapons. 

Students, staff, or parents (unless authorized by law) are prohibited from bringing a weapon on
school property, in a school vehicle or to any school-sponsored activity. 
Matters, which might lead to a reduction in expulsion include: 

● The age of the student. 
● The intent of the violator.

Ethic Intimidation                   

The School Board of Education of Sunrise Academy recognizes that, in order to create an
environment conducive to learning and to best facilitate the learning process, all students,
regardless of their race, color, ancestry, national origin, or religion, have the right to an education
in an atmosphere free of all forms of disparagement and intimidation. The School Board further
recognizes that certain acts against persons or groups because of a person’s or group's race, color,
ancestry, religion, or national origin, for the purpose of inciting and provoking bodily injury, intimidation,
or harassment, poses a threat to the order and safety of our schools and has a negative effect on the
learning environment in the school.

This policy of the School Board of Education is subject to enforcement and or disciplinary
action:

1. On any property owned, leased by, or under the control of the School Board of
Education, including vehicles used for transportation of students.

2. At any school-sponsored or sanctioned activity or event away from within Sunrise
Academy.

Student Use/Misuse of Technology                                              

Technology is used to support and enhance instruction. Students will be expected to use it
responsibly and appropriately. Access to networks, including the internet, is provided in order to
allow students to obtain information and interact with others. The school retains the right and
responsibility to regulate and monitor network access that is obtained through the use of school
equipment and school-provided access channels.

Specifically, the following behaviors are unacceptable:
1. Copying software in violation of copyright laws.
2. Transmitting, viewing, or using profane, obscene, or sexually explicit material.
3. Destruction of or tampering with another’s property including electronic property. This

includes obtaining, sharing, and/or misusing the passwords and access codes of others.
4. Threatening or harassing others through electronic media.



5. Attempting to bypass security measures that are set to safeguard information and protect
files.

6. Tampering with the files that are specifically restricted. Such files include but are not
limited to those that contain student information such as grades, course history, test
scores, and personal data as well as files containing school personnel and financial
records.

7. Downloading non-academic and/or violent games, videos…etc. 

STUDENT CELL PHONE POLICY

Cell phone use is prohibited during the school day unless approved by the student’s teacher.
Students may carry their cell phones with them for emergency purposes, but all phones must be
either turned off or placed on silent throughout the day (8:30am – 3:30pm). Students may not use
their cell phones during class, between classes, recess, and lunch times. If students need to call
their parents, they must use the phone in the front office. Parents must also call the school’s
office to relay any message necessary to their child. Failure to abide by this policy will result in
consequences listed in the Discipline Handbook. 

DISCIPLINARY ACTIONS

Corporal Punishment
Sunrise Academy employees or volunteers are not permitted to hit, kick, punch, push, pinch,
physically punish any student under any circumstance, nor will any emotional or verbal abuse be
tolerated. Corporal punishment is strictly prohibited.

Exclusion and Denial of Privileges 
Students may have their privileges removed for a period of time for misconduct, irresponsibility,
or matter pertaining to attendance. When this occurs a student must report to an assigned room
during the assigned time and remain there until released.

Students who accumulate numerous Level I or Level II infractions may be restricted from
attending one or all of the following activities: social functions, athletic contests, field trips,
assemblies, or school sponsored clubs by the Principal.

Detention
The Principal, as well as teachers, may assign detention during lunch and/or recess. Parents will
be notified when detentions occur.

Character Assignments
Teachers or the Principal may assign character assignments.  These assignments are meant to
have students reflect on their behavior and ways to correct it.

Violation of any of these rules during detention will result in additional sessions added.
Disruptive behavior or failure to serve the assigned session may result in out-of-school
suspension.



Out of School Suspensions
Out-of-school suspensions are issued when serious infractions have taken place.  The Principal is
empowered to place a student on out-of-school suspension if in his/her judgment the infraction
requires it.  Out-of-school suspension may range from one (1) to ten (10) days only. While a
student is on out-of-school suspension they may not be present on school grounds or at school
sponsored activities. Students will be required to make up all assigned homework, classwork,
projects and/or tests that they have missed during their suspension days. Students will have the
same number of days after their suspension to make up all their work. For example, if the student
was suspended for 3 days, then he/she has 3 days to make up their missed assignments. If work is
not turned in, it will result in a zero and students will not be able to make up this work at a later
time.

Removal & Expulsion 
A student charged with a Level III infraction may be subject to an immediate removal from
school of up to 10 school days by the Principal pending investigation and a recommendation for
expulsion by the School Disciplinary Committee to the School Board.

Students on removal may not return to school or be on school grounds. While on removal, the
student and their parents will be provided an opportunity for a hearing with the School’s
Disciplinary Committee. In special cases, the Principal may remove him or herself or replace a
member of the disciplinary committee to prevent conflict of interest. The school’s disciplinary
committee together will decide if the charge warrants expulsion. 
Once the hearing is held, the School’s Disciplinary Committee will make a recommendation to
the School Board only if it recommends expulsion. If expulsion is not recommended, parents
must be notified of the School Disciplinary Committee’s decision by written letter and the
consequences assessed, if any.

If the School Disciplinary Committee recommends expulsion, the School Board will meet within
five (5) school days to decide the matter. Parents/guardians and students are entitled to a meeting
with the School Board before a decision is reached.  The School Board will notify the parents by
letter once a decision has been reached. The decision of the School Board’s School Affairs
Committee shall be final.

Students expelled from Sunrise Academy due to level III infractions may not be reinstated at a
later date. The proper authorities will be notified in the event that a student commits any illegal
act.  In addition, students who are expelled from Sunrise may not be on school premises or
participate in any school activity or function including field trips or after school events without
the express permission of the Principal. Sunrise Academy reserves the right to contact the
Hilliard Police Department to enforce this provision.

Sunrise Academy reserves the right to refuse readmission for the next year to students with poor
discipline records. Sunrise Academy also reserves the right to refuse admission/readmission to
students whose parents have exhibited inappropriate Islamic behavior (includes verbal and
physical abuse) toward any staff member or student at Sunrise Academy.



Interrogations and Searches 
Before any interrogation of a student on school grounds by law enforcement officers occurs
(except in suspected child abuse case), the student’s parents must be notified by the Principal.
Lacking consent from the parent and appropriate legal documentation, the law officer shall be
advised to make arrangements directly with the student’s parent to coordinate such questioning.

Search for dangerous or illegal items or evidence of a violation of the law or school rules is a
proper means of protecting the interests of students, parents, and employees of Sunrise Academy.
The Principal shall be authorized to conduct searches when there are reasonable grounds for
suspecting that the search will turn up evidence that the student has violated or is violating either
the law or the rules of Sunrise Academy. The measures adopted for the search will be reasonable
related to the objectives of the search and will not be excessively intrusive in light of the age and
sex of the student and the nature of the infraction.
Lockers are the property of Sunrise Academy. Lockers and the content of all lockers are subject
to random search at any time without regard to whether there is a reasonable suspicion that any
locker or its contents contains evidence of a violation of a criminal statute or school rule. A copy
of this policy must be posted in a conspicuous place in each school building that has lockers.

Bus Policy
The driver of a school bus carries a heavy burden of responsibility for the lives of his/her
passengers.  He/she must give full attention to driving while students are in transit.  In order to
do this, the following rules must be followed by the students:

● Railroad crossings – Students should not talk when the bus is approaching a railroad
crossing or highway intersection.  This also includes while the bus is crossing the railroad
tracks.

● Seats – Drivers will assign seats and have a seating chart with them.  Students must
remain in their assigned seat.

● Windows – Students should keep Head, books, and miscellaneous objects inside the bus,
never outside the windows.  Windows are to be opened only with approval of the driver.

● Eating – Students may not eat or drink on the bus. 
● Conversation – Students may talk quietly.  No yelling is permitted inside the bus or out

the windows.  Also, music from radios, tape players, CD players, IPODS, cell phones,
etc. is not allowed at school.  If found, the item will be confiscated and held in Principal
until parents pick it up.  Music is not allowed to be played on the bus either by the
students or bus driver.

● Bus stops – Students should wait until the bus stops and the driver gives the signal for
crossing when School Boarding or leaving the bus.

● Crossing – Students should cross only in front of the bus, approximately ten feet in front
of the bus.

● Time – Students should be on time at designated pickups in the morning and when school
is dismissed.  

● Carry-on items – Items generally too large to fit under a passenger seat will not be
permitted on the bus if, in the judgment of the driver, such objects would interfere with
the safe operation of the bus.



● Littering will not be permitted on or from a school bus.
● Unauthorized passengers shall not be transported on a school bus.
● Animals are not permitted on the school bus.
● Parents of Kindergarten students must be at the bus stop when the student is picked up in

the morning and dropped off in the afternoon.

Reporting Bus Infractions
Whole busloads of students will not be taken back to school because of misconduct by a limited
number of passengers.  However, the driver will report the misconduct to the Principal at the
earliest opportunity.  The Principal will then proceed in accordance with the usual discipline
procedures:

Depending on the severity of the offense, these guidelines will apply: 

1st Referral: Written warning and notification to parents/guardians.

2nd Referral: One-day removal from bus transportation.  Parents must pick up the student
at dismissal (3:30PM – 4:00PM). If a child is not picked up by 4pm, then the latchkey
cost will be charged.

3rd Referral:  Three-day removal from bus transportation – consultation with
parents/guardians.  Parents must pick up the student at dismissal time. If a child is not
picked up by 4pm, then the latchkey cost will be charged.

4th Referral: Five-Day removal from bus transportation – consultation with
parents/guardians. Parents must pick up the student at dismissal time. If a child is not
picked up by 4pm, then the latchkey cost will be charged. 

5th Referral: Expelled from bus transportation for the rest of the quarter. Parents must pick
up their students at dismissal time. If a child is not picked up by 4pm, then the latchkey
cost will be charged.

6th Referral: Expelled for the rest of the quarter from bus transportation. Parents must pick
up the student at dismissal time. If a child is not picked up by 4pm, then the latchkey cost
will be charged.

7th Referral: Expelled for the rest of the year from bus transportation. Parents must pick up
the student at dismissal time. If a child is not picked up by 4pm, then the latchkey cost
will be charged.

Extreme offenses, even if just on first referral, may result in removal from transportation and/or
suspension, or possible expulsion from school.  The bus transportation system reserves the right
to videotape the student’s behavior on the bus at any time throughout the school year. 

REPORTING ABUSE AND NEGLECT



According to Ohio law, a staff member who has reasonable cause to suspect that a student may
be an abused or neglected child shall report such a case to the Department of Children and
Family Services. In such a situation, the staff member shall notify the Principal that a report has
been made. Traditional consideration of confidentiality shall not constitute grounds for failure to
report such cases.
 
Abuse and neglect as defined by Ohio law but may generally be understood as follows:
 
1. "Abuse" is any physical or mental injury or sexual abuse inflicted on a child other than by

accidental means by a person who is responsible for the child’s health and welfare.
2. "Neglect" is abandoning a child, subjecting a child to an environment injurious to his/her

welfare, or failing to provide the proper support, education, or mental or remedial care
required by law by one who is responsible for the child’s welfare.

SAFETY DRILL PROCEDURES

Sunrise Academy will conduct safety drills including: fire, tornado and intruder drills in
accordance with State law.  When drills are in session, remember the following basic rules:

● Quickly report to designated areas according to the drill instructions posted in classrooms
and hallways.

● Students are to be quiet and listen to instructions during any drill.

FIELD TRIPS

In keeping with the philosophy that the education of our children is not limited to the classroom,
the school allows students the privilege of participating in field trips.  Field trip day is a regular
school day and students are expected to report to school and go on the field trip.  Students must
complete 
and return the permission slip to the teacher responsible for the field trip by the deadline date.
Teachers will ONLY accept written consent. Verbal consent will not be accepted unless
approved by the principal. The school also may request the presence of a student’s parent on the
field trip in order for their child to be allowed to participate in the trip.  Students must pay all
required fees by the deadline date.  The school may deny a student the privilege of a field trip
due to safety concerns or disciplinary issues.  School personnel will provide the best possible
supervision for your child while on a field trip.  However, the school shall not be held liable for
any injury or misfortune that may occur on a field trip.

EXTRACURRICULAR ACTIVITIES



In addition to a quality educational program, Sunrise Academy promotes the emotional, physical,
and social well-being of its students by offering a host of extracurricular activities.  Students may
have to miss school to participate in an extracurricular activity.  Any absence due to an
extracurricular activity is considered an excused absence.  

The written consent of classroom teachers and parents must be secured in order for a student to
miss school for extracurricular work.  The Principal reserves the right to deny a student the
privilege of participating in an extra-curricular activity, if they have discipline issues or other
concerns during the school year. However, the school shall not be held liable for any injury or
misfortune that may occur during extra-curricular activities.

LIBRARY POLICY

The library is a great resource tool for our students, staff as well as our
parents/guardians. Therefore, it is important that the materials are returned on time so that others
may use them.  At times our teaching staff at Sunrise Academy visits the public libraries to check
out materials to use within their classroom as well as for students to use at home for classroom
reports.  When a student is given a book(s) then they become fully responsible for the return and
care of that/those book(s).  

At times student’s books are misplaced, lost or damaged.  If this occurs, then the student’s
parents are responsible for paying a fee of $50 to $75 for the book (depending upon the cost of
the book).  Payment will be required within 10 days of notification to teaching staff regarding the
resource book(s). 

CURRICULUM

Curriculum Overview                                                                                                             

The Sunrise Academy curriculum is driven by clear performance standards for what students
should know and be able to do. For each grade level, standards are based on national and state
curriculum frameworks. Teachers will use regular assessments to measure how well students are
mastering the standards.

Math In Focus - K-5th 

Math In Focus is strong in developing conceptual understanding. It also aligns with Ohio
Common Core Standards. It has several forms of differentiation where students can work on the
same material but at different levels. Manipulatives are used throughout all levels, but they are
used on an as needed basis. Math In Focus mirrors the original Singapore Math’s layout with
books. 

IXL 1st – 5th 



“IXL provides students with an active learning experience that fits into any classroom using
technology. Adaptive, personalized content keeps students engaged while real-time analytics
deliver the insights you need and inspire teaching strategies.” IXL is used in all grades
nationwide (Pre-K – 12th Grade). It covers all subject areas: Science, Math, Language Arts, Social
Studies, and even Spanish. 

FUNdations K-3rd 

Wilson Fundations makes learning to read fun while laying the foundation for life-long
literacy. Students in grades K-3 receive a systematic program in critical foundational skills,
emphasizing: Phonemic awareness, Phonics/word study, High frequency word study, Reading
fluency, Vocabulary, Comprehension strategies, Handwriting, and Spelling.

Raz-Plus and Writing A-Z (Kids-A-Z)

Your child has access to digital resources through Kids A-Z, Learning A-Z's website created for
students. After your child logs in (provided at the beginning of the new academic school year),
each website your child's teacher has subscribed to is shown. Your child can work on
assignments or select other resources for reading and writing practice. 

Wonders Language Arts K-3rd

Wonders, a comprehensive Pre K–6 literacy solution, is designed to meet the challenges of
today’s classroom and reach all learners. A wealth of research-based print and digital resources
provides unmatched support for building strong literacy foundations, accessing complex texts,
writing to sources, and building social emotional learning skills. 

Science Fusion K-5th

Science Fusion is a state-of-the-art science program designed for building inquiry, STEM, and
optimized for learning in the classroom, at home, on a laptop, a tablet, or using a science
textbook. The digital curriculum, virtual labs and hands-on activities, and write-in science
textbook develops important critical-thinking skills that prepare students for success in future
science courses and in the workplace.

Google Suite (G Suite)
We will be using PowerSchool and Google Suite. 

Google Suite is an interactive student learning platform of your child’s online access system. G
Suite includes Google Classroom and Google Meets. In Google Classroom, parents can check
updates for their child’s grades, assignments and other updates. Google Meets connects students
and teachers to teach and learn from anywhere.

Parents will use PowerSchool to view their child(ren)’s academic progress and grades. 



GRADING POLICY

Grading Scale
Please see below for the outline of the grading policies.

Classwork – 25%
Homework – 5%
Projects/Quizzes – 30%
Assessments – 40% 

1ST Grade – 5TH Grade 

Letter Grades Numerical Equivalent
A+ 98-100
A 93-97
A- 90-92
B+ 88-89
B 83-87
B- 80-82
C+ 78-79
C 73-77
C- 70-72
D+ 68-69
D 63-67
D- 60-62
F 0-59

Kindergarten

O= Outstanding 80-100
S= Satisfactory 60-79
U= Unsatisfactory 0-59

ASSESSMENTS/ ACTION PLANS

MAP

Grades Kindergarten through eight will be assessed using the MAP Assessment. A measure of
Academic Progress (MAP) creates a personalized assessment experience by adapting to each
student’s learning level. MAP measures student progress and growth for each individual which
allows teachers to differentiate instruction based on student needs. Assessments will be
administered three times each year. The testing dates are available on the school calendar.



IOWA Kg-3rd

The Iowa Tests of Basic Skills (ITBS) measure the skills, academic growth, and achievement of
students from Kindergarten through Grade 8. The test provides an in-depth assessment of
students’ achievement in reading, language arts, mathematics, social studies, science, and
information sources yield reliable and comprehensive information both about the development of
students’ skills and about their ability to think critically. The data allows teachers to differentiate
instruction based on student needs. Assessments will be administered three times each year. The
testing dates are available on the school calendar.

Action Plans

Students who are identified as “below grade level” will be placed on an Action Plan. The Action
Plan will list the areas of improvement and a list of measurable student goals. Teachers will aid
student success through an intervention plan that will help students meet their goals. Action
Plans are to be revised and sent home at the end of each quarter. 

ACADEMIC PROGRAM
The following is Sunrise Academy’s present course of study:

Pre-K – 8th KG – 3rd

(Specials)
4th - 5th

       (Specials)
6th – 8th 

Electives)

Language Arts
Mathematics
Education
Social Studies
Science
Arabic
Islamic Studies

Art
Physical Education
Quran (Third Only)

Art
Physical Education
Quran

Quran
Physical Education 
Typing 
STEM Program 
Career Exploration 
Public Speaking 
Halaqa 

Honor/Merit Roll/High Honors
Students in grades 3st through 8th grade are eligible for High Honors, Honor Roll, and Merit Roll.
Students must achieve the following grades to qualify for High Honor Roll, Honor Roll, and
Merit Roll: 

High Honors: All A+ in all classes. 
Honor Roll: All A’s and (1) B in all classes. 
Merit Roll: All A’s and B’s 

Grading Privacy 
Student grades are to be treated with discretion.  Students should not be asked to speak grades
out publicly for recording.  Graded student work should be returned by the teacher.  

HOMEWORK



Sunrise Academy considers homework to be an important part of a child’s education and an
integral component of the learning process based on the following goals:

● To provide extra practice for specific fundamental skills.
● To improve academic skills by reinforcing, enriching and extending classroom learning
● To complete unfinished tasks
● To promote and reinforce independent work-study habits
● To establish regular homework routines and organizational skills
● To increase communication between parents and the school and to encourage parent

involvement and awareness of student learning
● To keep parents abreast of the school’s curriculum and to provide a means to make

ongoing re-evaluation of the child’s progress
● To develop abilities for studying independently
● To develop responsibility, accountability, self-discipline, self-reliance, self-confidence,

independent thinking, and time management.

Students will be responsible for completing assigned homework as directed and returning it to
the teacher by the designated time.  Students are responsible for submitting homework
assignments, reflecting careful attention to detail and quality of work.  Although we do not
believe it is a parent’s responsibility to give a great deal of assistance to student in completing
homework, we hope that parents will:

● Encourage and support the student in the performance of assigned homework.
● Assist, if possible, when requested by the student.
● Support the school regarding the student being assigned homework.
● Request assignments for the student when long-term absences are necessary.
● Encourage the student to do their homework themselves. Parents should never complete

their children’s homework for them.

PROMOTION AND RETENTION PROCEDURES

Promotion from one grade to another normally occurs at the end of the school year.  Students are
promoted to the next grade by completing grade level criteria established by the curriculum.  The
following criteria will be used to determine a student’s placement into the next grade or retention
in the current grade:

Promotion
● The student’s mastery of current grade level curriculum in all the following

subjects:
● Math, Science, Language Arts and Social Studies. 

● Students must pass each core subject with at least a 60% (D-) or above in order to
be considered as “passing.” 

● The student’s attendance record (90% of enrolled days)
● The student’s maturity level as demonstrated throughout the year.

Retention



● Student’s inability to receive a 60% or above in two or more of the subject areas
indicated above 

● Poor attendance
● Immaturity; and,
● Consensus of teacher and Principal.

Students who have not met the above promotion requirements will not be promoted into the next
grade. Students who have not met the attendance requirement due to excused illness or injury
will be promoted provided their grades are adequate.
Students, who have been retained, may attend summer remediation to see if the grade-level
objectives can be met. Once they have successfully completed this remediation, they will need to
be retested at Sunrise Academy to determine if they can pass the course of study. The student
will need to successfully pass the test given at the school in order to be placed into the next grade
level. The school has final determination on promotion and retention of students. 

PARENT TEACHER CONFERENCES

After the first and third report cards are given, all parents are to attend a parent-teacher
conference. These conferences are mandatory. A form will be sent home asking parents to
indicate their choice of conference times.  

Any time a parent requests a phone call or conference; teachers must honor this request as soon
as possible.  However, a phone call or conference is never held when the teacher is responsible
for a class.
 
LATCHKEY POLICY

Latchkey is an after school care service from 4:00PM – 6:00PM for those students who are
picked up daily by their parents. If you are interested in the latchkey program, please ask the
front office for more information regarding cost. 

MESSAGES & VISITATIONS

We ask that parents/guardians limit messages to medical emergencies and very urgent matters.  It
is impossible for us to hand deliver messages that we receive during the school day.  We request
that messages do not include such things as reminders of appointments, babysitting
arrangements, and similar matters of daily routine. We simply cannot guarantee delivery of
messages that are not of an emergency nature.  Listed below are the procedures used on a daily
basis to get messages to students: 

1. Messages from parents/guardians will be taken at the school office.  
2. Messages will be hand delivered only in the case of a medical or other extreme

emergency.
3. Students will not be pulled from their daily routine to answer a phone call – including

lunch or study hall periods.
4. Students are not allowed to use school phones unless it is an emergency.



5. Cell phones are not to be used during school hours.  If a student must have a cell phone at
school, then the parent must notify the Principal. The student will not be able to use the
cell phone unless they have the Principal’s approval.  Cell phones cannot be used during
latchkey unless the latchkey assistant is present.

VISITORS
Visitors, particularly parents/guardians, are welcome at school.  In order to properly monitor the
safety of students and staff, each visitor must use the intercom buzzer at the entrance gate. The
office staff will then open the gate to the parking lot. Once in the parking lot, all
parents/guardians and visitors are required to report directly to the school office (Building A)
immediately up on arrival. Books, assignments, lunches, money, etc. should be left in the office
where school personnel will deliver them to the students.  AT NO TIME DURING THE
SCHOOL DAY SHOULD THESE ITEMS BE TAKEN DIRECTLY TO A CLASSROOM BY
THE PARENTS/GUARDIANS. 

If parents/guardians wish to confer with a member of the staff, they should call for an
appointment prior to coming to the school, in order to prevent any inconvenience to
parents/guardians/staff or disruption of the learning process.  Parents/guardians are not permitted
to enter the classrooms while school is in session (8:30 a.m. until 3:30 p.m.) unless arrangements
have been made for the parents/guardians to volunteer. 

Students may not bring visitors to school to attend classes with them.

VOLUNTEERS

Volunteer helpers are greatly valued and needed in Sunrise Academy.  Community members and
parents who would like to share their expertise with the school are encouraged to do so.
 Volunteers have been asked to abide by the following rules:

● Volunteers must commit themselves to arriving promptly and regularly on their assigned
days.

● Volunteers must notify a staff member, well in advance, if they cannot be there at the
appointed time.

● Volunteers must have a BCI/FBI check if they are with students by themselves for a
lengthy period of time (lunch, field trips, classrooms, etc.) 

● Volunteers must sign in upon arrival and sign out upon leaving, in the school office.
● Volunteers should not bring other children or adults with them.
● Teachers are requested to know Sunrise Academy’s policy regarding volunteers and make

sure that volunteers helping in their class are observant of the rules.
● Volunteers MUST sign in and out for each visit, and must wear a name tag during their

visit. 

There is an “application” form for potential volunteers in the office.  



Staff Personnel Listing – All school staff can be reached at the school’s office.  Parents may
leave a message for any staff member and it will be conveyed to them as soon as possible.  The
school does not release staff personal phone numbers or personal information without the
consent of the staff member.  The school will not interrupt a class to deliver a message to a staff
member, except in severe emergencies.

Use of School Grounds – Since Sunrise Academy is a private institution established to serve the
Muslim community in Central Ohio, it rents its facilities to various civic groups and social
gatherings.  For rental agreements and rates, please contact the school office at (614) 527-0465.

STUDENT WELL BEING

Student safety is a responsibility of the staff.  All staff members are familiar with the emergency
disaster procedures such as fire, tornado and intruder drills and accident/incident reporting
procedures.  Should a student or parent become aware of any dangerous situation or accident,
he/she must notify any staff person immediately.

STUDENT HEALTH SERVICES

The Principal recognizes the responsibilities of the school to help protect the health of students.
 Parents/guardians are required by state law to fill out an Emergency Medical Form. 

Sunrise Academy shall have on file for each student an emergency medical authorization form
providing information from the parents/guardians(s) on how they wish the school to proceed in
event of a health emergency involving the student and authorization for the school in case
emergency action must be taken.

Your child must meet county and state health regulations for entrance to school.  The school
office checks health records each year and will supply you with an immunization request form
for necessary immunizations that your child needs.  Students may be excluded from school if the
immunization schedule is not completed within a reasonable period of time after notification.
 Written statements of objection to immunizations due to parents or guardian’s religious reason
are filed in the student’s health folders.

A student is also exempt if they present a physician’s statement that immunization is medically
contraindicated.  A signed statement of history measles or mumps may be substituted for the
measles or mumps vaccinations.  However, a history of rubella may not be substituted for rubella
vaccine.

Control of communicable illness among children is a prime concern.  Policies and guidelines
related to outbreaks of communicable illness have been developed with the help of the health
department and local pediatricians.  In order to protect the entire group of children, we ask that
parents assist us by keeping sick children at home if they have experienced any of the following
symptoms within the past 24 hours:

● a fever over 100 F (37.8 C) orally or 99 F (37.2 C) auxiliary (under the arm) 



● signs of a newly developing cold or severe coughing
● diarrhea, vomiting or an upset stomach
● unusual or unexplained loss of appetite, fatigue, irritability or headache
● conjunctivitis (pink eye) or any contagious illness

Children who become ill at school with any of these symptoms will be sent home.  We appreciate
your cooperation with this policy.  If you have any questions about whether or not your child
should attend school, please call the school before bringing them.

If a student has an accident or becomes ill at school, the parents/guardians will be notified to
come and get the student after school personnel have determined if it is serious enough to
warrant a phone call.  Students are not permitted to call home on their own to report illness.  At
the beginning of the year, parents/guardians are asked to complete an Emergency medical Form
designating the person, doctor, or hospital to be contacted in case of emergency if
parents/guardians cannot be reached.  
Parents/guardians are responsible for informing the school of their child’s specific health
problems, especially allergies to bee stings or peanut butter.  In case of bee sting or peanut butter
allergies, the parents/guardians are responsible for providing the school with the bee sting
medication and a doctor’s statement about how the medication is to be administered.

In compliance with the Ohio Compulsory Immunization Law, no student shall be admitted to
school unless such student presents written evidence that he or she has received the required
immunization by such means as may be approved by the Department of Health, pursuant to the
powers granted by 3701.13 of the Ohio Revised Code or unless such student presents a written
statement of his parents/guardians or guardian objecting to such immunization because of
medical or religious grounds and substantiated by the physician, minister or practitioner of their
faith.  The following are required immunizations:

● Four (4) DPT (Diphtheria, Pertussis, Tetanus)
● Three (3) Polio
● Plus two MMR (Measles, Mumps, Rubella)

Please note that all doses must include the month and year received.

MEDICINE ADMINISTRATION

A written request must be obtained from the physician and the parents/guardians before any
medication may be administered by the office.  The request must include instructions as to name
of medication, dosage, time and duration of medication, and possible side effects.

Please note:

● Medication must be received in the original container in which it was dispensed by the
doctor or pharmacist.



● New request forms must be submitted each school year and as necessary for changes in
medication order.

● Whenever possible, the medication and the signed permission forms should be brought to
the school by the parents/guardians.

● Accurate records of administration of the medication will be kept on file in the school
office for one year.

● A student shall not carry his/her own medication, nor shall a student administer his/her
own medication unless she/he does so under supervision by the Principal or designee of
the Principal. Medication must be stored by the office in a locked area unless it requires
refrigeration, in which case it may be kept in a refrigerator in a place not commonly used
by students.

● Medication permission may be faxed to the school.
● Aspirin and its substitutes are considered medications and will not be given without

completion of this entire form.
● The School Board designates the following personnel to administer medication: school

nurse, department leaders, administrative assistants, and the Principal (personnel required
having up-to-date first aid training). Any of the foregoing personnel administering
medication may do so only after reviewing the applicable request form, including
physician’s instructions.

● If a teacher is taking his/her class on a field trip the teacher may dispense the prescription
medication only if the form has been signed by a physician (white prescription form).

● Notwithstanding the foregoing, a student may carry and administer his/her own
medication via inhaler if a request for the student to do so per form REQUEST THAT
STUDENT CARRY AND ADMINISTER OWN MEDICATION TO BE DELIVERED
BY INHALER is completed by a physician and a parents/guardians in advance.

● Cough drops or throat lozenges’ can only be dispensed with parent’s authorization.

Regulations for Using Inhaler 

The intent of this policy is to provide a medical override in response to a LIFE THREATENING situation.
 Students who use their inhalers on a set schedule need to come to the school office where the inhaler will
be stored.  Only inhalers to be used “as needed” may be carried by a student, and then, only with this
completed form on file in the school office.

Inhalers should be properly labeled with your student’s name and the name of the medication
clearly visible. If a rotahaler or spinhaler is used, the extra capsules of medication will be kept
locked in the school office.  One capsule of medication will be kept in the inhaler and replaced as
needed. If a lost inhaler is found, it will be returned to the school office and the parents/guardians
notified.

Please be sure your student understands the danger of using his/her inhaler too frequently.  Also,
discuss with them how their inhaler will be stored; carried so it will not be lost or accessible to
another student. A new request form must be submitted each school year and as necessary for
changes in medication order.



Medication forms may be picked up at the end of each school year so that your student may
begin carrying his/her inhaler on the first day of the new school year (with properly completed
medication form on file).

LATE TUITION POLICY

Please read the following late tuition policy carefully.  Direct deposits are taken out of the
accounts on the 5th of every month. Payments for the school year will begin in July and will end
in June, which makes 12 even payments. ALL TUITION PAYMENTS ARE MADE BY ACH.  

Tuition payment bounced/stopped payment was made.
Parents/guardians will be contacted by phone if tuition payment bounced, or if a stop payment
was placed. At that time a $35.00 late tuition fee is applied to payment. Payment will be
reprocessed within one week by ACH.  
If payment is still not received after second attempt at ACH, then a letter from the financial
committee will be sent to the parents/guardians informing them that if tuition payment is not
received within 2 weeks of receiving this letter, the student (s) will not be allowed to attend
Sunrise until such payment is made and all tuition accounts are current.  The letter will include
the student's last day at school.
If tuition is still not paid following the child's dismissal, student(s) shall be expelled from school
and Children’s Services shall be notified of the situation.  Expulsion may cause your child not to
be accepted as a student at Sunrise Academy again. 
If following expulsion there is still no tuition payment made, student’s records, transcripts,
grades, and any other Sunrise documents will NOT be released to any one until the entire tuition
is paid in full.  There will be no exception to this.  If within 1 (one) week of withholding
records, parents/guardians have not paid tuition in full, a collection agency is contacted and the
debt is turned over for collection.  No exceptions.

The tuition contract states:

● The parents will be charged a fee of $35 if their account has insufficient funds. NO
EXCEPTIONS.

● If the parent fails to maintain the payment schedule agreed upon, it will result in the
removal of their child/children from Sunrise Academy.

● If a student leaves Sunrise Academy for whatever reason(s), his/their school records
WILL NOT be transferred unless the account is paid in full.

● Failure to complete the academic year for any reason DOES NOT relieve them of their
obligation to pay the tuition in full.

● Sunrise reserves the right to pursue any avenue available to obtain overdue tuition
payments such as debt collection agencies. 

Late Pupil Cumulative Record Tuition 
Student records are confidential and are protected. Only school staff and the child’s natural
parents/guardians or legal guardians have access to the records.  Please notify the school office



immediately upon a change of address, phone, custody, emergency phone number, etc.  This can
be very important in the case of an emergency, illness or other school matters.  No student
information shall be released to other parties unless approved by the natural parents/guardians or
legal guardians.  Students’ records will not be released UNLESS all existing accounts are paid in
full.

OTHER GENERAL INFORMATION

Fundraising Sales
The school does not permit the selling of any items at school regardless of whether it is for
personal profit or to be donated to a non-profit organization with the exception of Sunrise
Academy PTO and individual classrooms. The Principal will designate approved fundraisers
each year.

Distributing Material
Sunrise Academy material to be distributed to students must be approved by the Principal. Other
information concerning the basic school program, PTO, or its related ISGC organizations will
also need to be approved by the Principal. Information requested to be distributed to Sunrise
Academy students by a non-affiliated organization, will not be permitted to be distributed to the
students.

Lost and Found
Students who find lost articles are asked to take them to the school office during the school day.
 Students and parents/guardians are expected to check frequently in the office for lost items.
 Unclaimed items will be donated on a monthly basis to charity.

Solicitation
Only those programs associated with Sunrise Academy will be allowed to solicit on the
premises. Other organizations must be approved by the Principal.

Holidays
Sunrise Academy will only observe and celebrate three holidays throughout the year: Ramadan,
Eid Al-Fitr and Eid Al-Adha. 

Birthdays
The school does not permit the celebration of student based parties, such as birthdays.  As such,
any symbolic representation of birthday celebrations such as sharing of cake, lighting of candles,
presence of decorations, balloons, gifts, cards, etc., will result in consequences. Invitations to
birthday parties may not be given out at school.

Student Information
Student information will ONLY be released to the parents/guardians listed on the enrollment
form.



PROCEDURES FOR COMPLAINTS

We believe it is in the best interest of the child to have complaints or concerns resolved early and
among those most directly affected.  Parents/guardians and teachers work together in a
cooperative and supportive manner to lead to the best solutions. With this belief in mind the
following procedure for resolving complaints is established:

1. Request an appointment with the teacher(s) to discuss the concern or complaint.  It is
reasonable to expect that discussion to occur at an early, mutually agreed upon time. 
 

0. If the response at step one is considered unsatisfactory, the parents/guardians may refer
the complaint to the Principal. Again the parents/guardians may expect a prompt appointment to
discuss the issue. The Principal may request that the issue be presented in writing as well as
orally. After a reasonable time to investigate the issue, the Principal will provide the
parents/guardians an oral response and, upon request, a written response.

0. If the parents/guardians remain dissatisfied, the complaint and the relief sought may be
addressed in writing to the Chairperson of the School Board.  The School Board Chairperson will
review the complaint and determine whether the issue warrants a review by the School Board as
a whole, referral to the Personnel Review Committee, or does not warrant any further action.
 Such determination and time frame of further review will be shared with all parties.

HANDBOOK FOR PARENTS GUARDIANS AND STUDENTS



ACKNOWLEDGEMENT OF RECEIPT

Yes, our family has received and read the Parent, Guardian and Student Handbook. We
understand that our child and our family must comply with all policies and procedures contained
within this document.

_______________________________ _____________
Signature of Parent/Guardian            Date

_______________________________              _____________
Student’s Full Name       Student’s Grade

Please return this form to the school office.

Informing Students & Parents of Expectations 
Each student and parent in Sunrise Academy shall receive annually, a copy of current policies,
rules, regulations, and procedures commonly known as a parent/guardian/student handbook.

Handbook Revisions
Sunrise Academy has the right to amend this handbook as the need arises.  A revised handbook
or an insert to the handbook will be made available to current parents at the beginning of each
school year.  It is the duty of students, parents and guardians to obtain and familiarize themselves
with the most current handbook.

Sunrise Academy School Board
The School Board of Education is the governing body which sets policy and procedures for
Sunrise Academy. You may contact the School Board by email at Board@sunriseacademy.net .

mailto:Board@sunriseacademy.net

