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Introduction  

Mission Statement  
We seek to train and encourage students spiritually, academically, physically, and socially according to  
principles from the Word of God (Luke 2:52, Col. 1:28-29).  

 

Importance of the Home  
We believe that God commanded that children be taught to love God and place Him first in their lives.  
We believe that God mandated the authority and responsibility for the education of the children to 
their parents, Christian Liberty Academy became a partner in training their children (Gal. 4:2, Deut. 6, 
Eph. 6:4). 

History  
Christian Liberty Academy was established in the fall of 1985 by Mrs. Melinda Whitfield Haʻo. While  
awaiting the birth of her daughter she felt led by the Lord to homeschool her son. A few other parents  
approached her and asked her to consider tutoring their children. Mrs. Haʻo had an immense love for  
teaching and agreed to work with the other children. In a short amount of time she had grown to have  
11 elementary students attending her “classroom” in her home’s garage. A short time later she began  
tutoring several teenage boys in the afternoons. The students were all enrolled under Christian Liberty, a  
satellite school.  
 
CLA grew quickly and moved over to Grace Baptist Church in Hilo to accommodate the increase in  
enrollment. Since that time, CLA has grown into an extensive preschool – 12th grade program. In 1995,  
property was purchased in Keaʻau, Hawaiʻi. The school moved into their new facility during the summer  
of 1999. CLA opened its preschool division in March of 2001 to meet the needs of children ages 3-4.  
 
CLA celebrated 40 years of being a school during our 2025/2026 school year.  We thank God for all He has 
done the past 40 years and what He will do in the future.  

Corporate Structure  
Christian Liberty Academy is a privately run, non-denominational Christian school owned and operated  
by the Board of Directors of Christian Liberty Ministries of Hawaiʻi. The board is comprised of five to 
seven members, and its purpose is to guide in the future direction of the ministry and to direct in the  
development of policy. The Board also determines if the actions and decisions of the administrators and  
director are in line with the spirit of the policies. Christian Liberty Academy is recognized by the Federal 
and State governments as a 501 c 3 non-profit corporation.   

Affiliation  
Christian Liberty Academy is licensed by the Hawaiʻi Council of Private Schools and accredited by the 
American Association of Christian Schools & WASC (Western Association of Schools and Colleges).  
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Philosophy  

Purpose  
The purpose of Christian Liberty Academy is to provide an atmosphere wherein young people are 
exposed to the  absolute truth of God’s Word. Jesus instructed His disciples in John 8:32, “And ye shall 
know the truth and the  truth shall make you free”. Not only is it our objective to teach the truth, but also 
to teach our students how to  apply the truth wisely to their own lives. In John 16:13, we are promised 
that “when He, the spirit of truth, comes, He will guide you into all truth.”  
As Christian educators, we desire to train each student to accept individual responsibility to God for 
his/her own  actions and to challenge the students to glorify God in every facet of his/her life. Christian 
Liberty Academy has the responsibility to provide the best possible education. A biblical viewpoint in 
the vital areas of life— spiritual growth, education, personal self-discipline, and patriotism— must be 
strongly stressed during a child’s formative years. We strive to minister to the needs of the whole child 
and to promote his/her spiritual and moral growth, academic and intellectual progress, and physical 
and social development.  
Christian Liberty Academy is an extension of the Christian home and church, and thus must provide a 
continuity of  training for Christian young people.  

Commitment  
Christian Liberty Academy is dedicated to providing quality Bible-based instruction, encouraging 
personal  development, promoting Godly living, and preparing students for future endeavors. We strive 
to provide precise,  prompt, and courteous services to students, to parents, to one another, and to the 
community.  

Doctrinal Statement  
All staff and board members must uphold the beliefs listed below and testify to them both in 
conduct and  conversation:  

1. We believe that the Old and New Testament Scriptures are verbally inspired by God and 
inerrant in  the original writings, and they are the supreme and final authority in faith and 
life.   

 
2. We believe in one God— eternal, omnipotent, omnipresent—eternally subsisting in three 

Persons—Father, Son, and Holy Spirit, one in nature, and equal in attributes, power and 
glory.  

 
3. We believe that the Lord Jesus Christ was begotten by the Holy Spirit, born of the Virgin 

Mary, and  that He is all God and all man.  
 
4. We believe that man was created in the perfect image of God and in a state of innocence; 

but man  willfully transgressed God’s law and lost communion with God, becoming dead in 
sin, corrupt in  nature, and incapable of pleasing God.  

 
5. We believe that Jesus Christ died for our sins, according to the scripture, as a representative 

and substitution sacrifice and rose again, and that all who believe in Him are justified on 
the basis of His  shed blood and are saved by grace through faith wholly apart from human 
merit and works.  

 

4 



 

6. We believe that all who are born again by the Holy Spirit and received the Lord Jesus by 
faith through  
the Word of God has thereby become the children of God, possessing eternal life.  

 
7. We believe in the resurrection of the crucified body of our Lord, in His ascension into heaven, 

and His  present life there for us as a High Priest or Advocate.  
 
8. We believe in the personal and visible premillennial return of our Lord Jesus Christ to reign 

upon the  earth.  
 
9. We believe in the bodily resurrection of all the dead: the saved to a life of eternal glory and 

bliss in  heaven with God; the unsaved to eternal judgment of conscious suffering and woe 
in the lake of fire.  

 
10. We believe in separation from all practices that would hinder a believer’s testimony and walk 

with the  Lord, since his walk with the Lord and God’s everlasting grace is the only Scriptural 
basis for a useful  Christian life.  

Philosophy of Education  
1. God is the author of all truth and wisdom (Colossians 2:3; Proverbs 1:7).  

2. God is sovereign in the affairs of the men and nations (Daniel 2:20,23: Acts 17:22-29).  

3. God has revealed Himself in a general way in His creation, in a special way in His written Word, 
and in a personal way through His Son, Jesus Christ (Psalms 8:3-9; Psalms 19:1-6; John 1:14).  

4. The Bible is the complete and final authority for all matters of faith and practice; therefore, 
every  subject is to be studied from the perspective of the Word of God (2 Timothy 
3:16,17; John 10:35; 2 Corinthians 10:5).  

5. The Bible sets absolute moral standards to which we are to conform (Mark 7:14-23; Romans 
14; 1 Corinthians 8-10; 1 John 3:4).  

6. Man was created in the image of God but received a sinful nature because of the fall of Adam. 
For this  reason, a man is born depraved and with darkened understanding (Genesis 1:26-27; 
Romans 3:22-23;  Ephesians 2:1-3, 12; 4:12-27).  

7. This darkness is removed by salvation, which is the gift of God and act of grace, received by 
faith in  Christ Jesus (Act 16: 3, Ephesians 2:8-9; Ephesians 4:17-21).  

8. The believer is given the Holy Spirit, who leads and guides into all truth and will comfort in 
time of  need (John 16:13).  

9. The ultimate goal of Christian education is the development of Christ-likeness in the life 
of the  student (Romans 8:29).  
a. This goal is to be accomplished in an educational setting by teaching the student who God 

is and  what He has done (Deuteronomy 6:4-7).  
b. Through conveying  the knowledge of who God is and what He has done, we seek to lead 
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our  students into the saving grace of our Lord Jesus and/or into a deeper knowledge of 
Him (Romans  12:2; Colossians 1:28-29; 2 Timothy 3:14-17). 

 
10. God has mandated the authority and responsibility for the education of their children to the 

parents. a. We believe the most directly biblical form of schooling is home schooling 
(Deuteronomy 6:6-7).  

       b. We believe the father must have an active part in the education of his children 
(Ephesians 6:4).  

       c. Thus we believe the Christian school receives its authority for educating the children from 
the  parents; therefore, the school is an extension of the home.  

11. Effective Christian teachers are those who understand and are committed to these principles 
of  Christian Education. They must be personally committed to Jesus Christ and yielded to the 
Holy Spirit  (John 14:26; John 16:13)  

Student Learning Objectives  
We seek to train and encourage students…  

Spiritually:  
●​ To trust Jesus Christ as their Personal Lord and Savior (2 Corinthians 5:18-20)  
●​ To continually grow in Christ-likeness through the power of the Holy Spirit (2 Peter 3:18) 
●​ To view all of the life through the lens of a distinctively Christian worldview (2 Corinthians 

10:5)  
Academically:  

●​ To value academic challenges (Proverbs 1:7b; 2:3-4)  
●​ To become competent in extracting information for a variety of purposes (Proverbs 24:3-6)  
●​ To use information and critical thinking to solve problems (Ecclesiastes 9:13-16)   
●​ To communicate information, the results of critical analysis, and the solutions to problems 

using a  variety of media (1 Corinthians 14:7-12)  
●​ To acquire a deeper understanding of the works of God (Psalms 111:2)  

Physically:  
●​ To respect their bodies as temples of God and develop their talents as gifts of God                      

(1 Corinthians  6:19-20)  
●​ To practice and promote basic physical fitness and a healthy lifestyle (Proverbs 20:29)  

Socially:  
●​ To develop a biblical attitude toward and an appreciation of culture and heritage 

(Acts 17:22-34)  
●​ To demonstrate biblical love for others through attitudes of respect and actions of 

services  (Romans 13:10; Galatians 5:13-14)  
●​ To accept responsibility for their actions, works, and continued learning (Matthew 

12:36-37; Romans 14:12)  
●​ To learn to be team players and good sports, gracious in both victory and defeat 

(Philippians 2:3-5; Colossians 3:23-24)  
●​ To participate in the divine mandate to exercise stewardship over creation (Genesis 

1:28) 
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Early Childhood Policies  
Preschool Information 
Christian Liberty Academy is licensed by the State of Hawaiʻi to accept 30 students. Christian Liberty 
Academy is licensed to accept students from ages 3-6 years old.  
 

Admission Requirements 
Admissions Policy 
We admit students of any race, color, nationality, and ethnic origin to all rights, privileges, programs, 
and activities generally accorded or made available to students at Christian Liberty Academy. 
 
Application Procedure 

1.​ Application may be filled out online at www.clahawaii.org.  
•​ Students entering Preschool must be age 3 or 4 by July 31st of that school year. 

2.​ The completed application and a copy of the student’s health records (including immunization 
records, TB clearance, and a current physical examination) should be submitted online.  

3.​ An interview will be scheduled with parents, prospective students, and the Preschool Director to 
determine preschool readiness.  

4.​ The application process may take up to 2 weeks to complete. Parents will be notified via email 
upon acceptance. 

5.​ As a family oriented school, staff children and siblings of current students receive acceptance 
priority upon meeting all application requirements. Any other spaces will be filled with students 
who meet the requirements in the order in which the applications are received.  

6.​ Any families who do not cooperate or agree with the purpose and program of the school will not 
be admitted or allowed to remain in school.  

 

Toilet Training and Acceptance  
Any child not completely toilet trained by August 1 may not be admitted into school. Any child 
determined not ready for Christian Liberty Academy’s preschool program due to toilet training may be 
withdrawn from school. Their registration fee will not be refunded. The child will be placed on the 
waiting list to be readmitted contingent on successfully toilet training and an available opening in the 
class.  

 

Children with a Disability  
It is this facility’s policy to not discriminate against persons with disabilities on the basis of disability, 
and to provide children and parents with disabilities an equal opportunity to participate in the 
preschool’s programs and services, in compliance with state law and the federal Americans with 
Disabilities Act (ADA). 
 
We are committed to making reasonable accommodations to meet the needs of individuals with 
disabilities and to fostering an inclusive environment for all children and families. There will be a two 
week trial period to determine whether CLA’s preschool is compatible with the child’s needs.  

 
Orientation  
A parent orientation evening for all parents is held prior to the first day of school. It is mandatory for at  
least one, and preferably both parents to attend. Parents will have an opportunity to meet with the  
preschool teacher and/or director.  
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Illness  
No child who arrives noticeably ill shall be admitted for the day. Children should be kept home if they:  

1. Have a fever or have had one within the previous 24 hours period. If the student has a fever and  
another symptom they need to stay out 48 hours fever free.   

2. Have a heavy nasal discharge;  
3. Have a constant cough;  
4. Have diarrhea or vomited within the past 24 hour period;  
5. Have reddened and/or crusty eyes;  
6. Have a disposition not normally displayed by the student (e.g. fussy, sleepy, lethargic, etc.) 

The director might request a doctor’s clearance whenever the child’s health is questionable.  

 
Before School Care and Extended Day Program 
Children in preschool may be dropped off as early as 6:45 a.m. Before school care (6:45-7:20) is 
$1 per day, per child, paid to the teacher each morning. Classes begin at 8:00 a.m. The extended 
day program is available from 2:30 p.m. - 5:30 p.m. Preschool Extended Day is included in tuition 
fees. Parents will be charged a late pick up fee after 5:30 p.m.   
  
Children must be dropped off and picked up by an adult (16 years or older). Any person picking up a  
child must be listed on the child’s emergency card as authorized to do so. Parents must send a note or  
call to authorize additional people to pick up their child. If an unauthorized person arrives for pick up,  
the preschool will contact the parent for permission before allowing the child to leave. Safety is of  
utmost priority. Children must never be left without direct transfer to an adult. Children must always be  
brought directly to the proper drop off area (classroom or preschool patio). Parents must return to the 
proper area to pick up their children. All children must be signed in and out each day by an adult.  

 
Daily Schedule  
The schedule below is a general one and may vary with each teacher. The schedule may vary due to  
additional activities like special events or excursions. 
 
 6:45-7:20 Before School Care 
 7:20 Arrival, free play  
8:00 Pledges, calendar, prayer  
8:15 Bible, songs, memory verses, Bible project 
8:45 Outside play  
9:00 Snack/Bathroom  
9:30 Academic Circle 
10:00 Academic Craft/Inside Play  
10:30 Outside Play 
11:00 Monthly theme, art, inside play  
11:45  Lunch  
12:30 Nap/Rest Time  
2:15 Wake-up  
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2:30 Outside play  
3:30  Snack  
3:30 Alternated outside and inside play  
5:30 Extended Day Program Ends 

Curriculum Areas  
Preschoolers will learn how to think, grow, know and live God’s way. This will happen through  a  
developmentally appropriate, positive environment. Curriculum will include: alphabet recognition, letter  
sounds, counting and numeral recognition, and writing practice. Our program is a uniquely integrated  
program in which students will grow academically, socially, physically, and especially spiritually.  

Subjects  
Language Development Heritage & Community Studies  
Science  
Health/Physical Education  
Reading Readiness Phonics & Beginning Reading (4K)  
Bible   
Art/Music  
Mathematics  
Large/Small Motor Development  

Children’s literature is used to encourage a love for reading. We read to our students each day and   
encourage parents to do the same. Students learn many songs and have music every day. We have a  
diverse array of artistic activities available, including painting, drawing, collage, and play dough.  

Nutrition  
Snack: A nutritious morning and afternoon snack of milk or fruit juice, cereals, fruit or crackers, etc. will 
be provided by the school. Occasionally students will participate in the preparation of their own snacks.  
Lunch: Children bringing  their own lunches may not bring soda, candy, or gum. We also ask that packed 
lunches do not require any reheating, since the preschool does not have access to microwaves. Parents 
are responsible to inform the school of any food allergies and, if necessary, prepare special snacks to 
accommodate their child’s food allergies. School lunches are available daily for purchase of $7.00. Please 
order lunch in advance for the month, payment will be charged to the student's school bill. 

Discipline  
Guidance and preventative measures are used whenever possible. Simple rules and expectations will be  
explained on the child’s level. Methods such as verbal warning, time out, removal of a privilege (such as  
not being allowed to play with a certain toy because of repeated misuse), or action correction (such as  
cleaning up a mess they purposely made) will be used. Parents will be notified if there is a repeated  
problem in the classroom. Depending on the severity, a conference with the parents, teacher, and/or 
director may be scheduled.  
 
Suspension and Expulsion Policy 
At Christian Liberty Academy Preschool, we are committed to providing a safe, nurturing, and respectful 
environment for all children, staff, and families. While we strive to work in partnership with families to 
support every child’s success, there may be rare circumstances that require the suspension or 

9 



 

termination of care. 
 
I. Immediate Suspension or Termination of Care 
Care may be suspended or terminated immediately if any of the following occurs: 

●​ The child exhibits behavior that presents a serious safety risk to themselves, other children, or 
staff (e.g., repeated physical aggression, self-harm, extreme disruption). 

●​ The parent/guardian behaves in a threatening, hostile, or unsafe manner toward staff, children, or 
other families. 

●​ The child’s needs exceed the scope of care our program is licensed or equipped to provide. 
●​ Repeated failure to follow school policies, including health, safety, and pick-up/drop-off 

procedures, after being addressed with the family. 
In these cases, the Director reserves the right to suspend or terminate care immediately for the 
protection of the child and others involved. Parents will be notified as soon as possible and provided a 
written explanation. 
 
II. Actions That May Lead to Termination After Repeated Offenses 
The following behaviors or situations may result in suspension or termination after ongoing concerns and 
attempts to address the issue: 

●​ Ongoing disruptive or aggressive behavior by the child 
●​ Consistent non-payment of tuition or fees 
●​ Chronic late pick-ups without prior arrangement 
●​ Lack of cooperation or communication from the family that prevents effective care 
●​ Inability of the family to follow behavioral support plans developed in collaboration with the 

school 
In these situations, families will be: 

1.​ Notified in writing of the concern and expectations for improvement 
2.​ Provided reasonable time to correct the issue or develop a support plan 
3.​ Offered a meeting with the Director to discuss possible solutions or accommodations 
4.​ Given sufficient notice (typically 1-2 weeks) before care is suspended or terminated, unless there 

is an immediate risk involved 
 

III. Support and Partnership 
Our goal is to prevent suspension or expulsion whenever possible by: 

●​ Working closely with families to understand and support the child’s needs 
●​ Providing behavior guidance strategies and consistent expectations 

We are here to support both the child and family, and we view early communication and teamwork as 
key in resolving challenges. 
 
Please reach out to the Preschool Director with any questions or concerns regarding this policy. We 
appreciate your partnership in creating a safe and loving environment for all. 
 

Cell Phone Policy  
Please no cell phones while dropping off or picking up your child. Please finish your cell phone business  
before signing your child in/out. Your child needs your full attention to start and finish their school 
day.  
 

Financial Policies  
1.​ A non-refundable Registration Fee will be billed to all newly enrolled students. Currently enrolled 
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students will have their Registration Fee included with their March tuition bill. Payment of this 
Registration Fee will be considered notice that the student intends to enroll for the upcoming school 
year. 

 
2.​ A non-refundable Comprehensive Fee and Technology Fee are due each year in order to secure your 

child’s spot in their grade level. For currently enrolled students the due date is May 1st. For new 
students these non-refundable fees are due upon receipt of your acceptance letter. A student is not 
considered enrolled until the Comprehensive Fee and Technology Fee have been paid. 

 
3.​ All students are required to pay a one month’s tuition deposit in July of each year. This deposit is held 

on their account and will be applied to their May tuition, or the student’s last month of school tuition. 
Monthly tuition payments are made in ten equal payments, July through April. 

 
4.​ Tuition payments must be received by the 5th working day of each month. A $15.00 late fee will be 

charged for payments received after the 5th working day of each month. Failure to make payment by 
the 15th day of the month will put your account in a “Delinquent” status. Failure to make payment by 
the 20th day of the month will put your account in an “Attendance Hold” status, which means your 
child will not be allowed to attend any classes, receive any academic instruction or attend any 
extra-curricular activities until your account is brought current. Failure to make payment by the 30th 
day of the month constitutes withdrawal of student from school. Payments returned from the bank as 
“insufficient funds” will incur an NSF check charge of $15.00. 

 
5.​ A written one month advance notice is required for withdrawal from school for any reason. Failure to 

give such notice will result in forfeiture of any prepaid tuition. Notice of early withdrawal from school 
must be given in writing by March 1st. Families failing to give notice prior to March 1st will be held 
responsible for tuition through the remainder of the term. 

 
6.​ Refund policy: 

a.​ The Registration Fee, Technology Fee, and Comprehensive Fees are non-refundable. 
b.​ Any unused tuition fees are refundable up to March 1st of term contingent upon a 30-day 
       written notice. No tuition fees will be refunded after March 1st. 
c.​ No tuition will be refunded for days or weeks missed due to illness or vacation. 

 

Liability Insurance  
Christian Liberty Academy (CLA) carries liability insurance as required by the State of Hawaiʻi. Liability  
insurance policies have $1,000,000 in coverage and are renewed annually.   

 
Disclosure of Information  
Parents are allowed to inspect and review their student’s education record and to request that others  
review the student’s education record. There are situations in which Christian Liberty Academy is 
required or authorized to allow others to review the record without parent permission. Requests for 
information in regards to your child’s student records should be made in writing to the Preschool 
Director.  
 

Grievances  
At Christian Liberty Academy Preschool, we are committed to providing a safe, respectful, and nurturing 
environment for all children, families, and staff. We encourage open communication and believe that 
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most concerns can be resolved through respectful conversation and mutual understanding. 
 
How to File a Grievance 
If a parent, guardian, or staff member has a concern or grievance regarding the preschool's practices, 
policies, or care provided, we encourage the following steps: 
Step 1: Direct Communication 
Speak directly with the staff member involved, if appropriate, to clarify or resolve the issue. 
Step 2: Administrative Support 
If the concern is not resolved, contact the Preschool Director to discuss the issue and seek resolution. 
Step 3: Written Grievance 
If the matter remains unresolved, submit a written grievance to the Preschool Director and Director of 
Christian Liberty Academy. A formal response will be provided within 5 business days. 
Step 4: External Complaint 
If the issue cannot be resolved at the school level or involves a licensing concern, you may file a formal 
complaint with our licensing authority: 
 
DHS/BESSD – Central Hilo Unit 
1990 Kinoole Street, Suite 109 
Hilo, Hawaii 96720 
Phone: (808) 981-7290 
 

Mandated Report Policy 
As part of our commitment to the safety and well-being of all children, we want to inform families of the 
following legal obligation: 

“As a Child Care Provider, we are mandated by law in the State of Hawaiʻi to report any and 
all suspicion and/or knowledge of child abuse and/or neglect to the Department of Human 
Services, Child Welfare Services.” 

This means that if any member of our staff has reasonable cause to believe that a child has been harmed, 
is being harmed, or is at risk of harm, we are legally required to file a report with Child Welfare Services 
(CWS). Reports are made for the purpose of protecting the child and ensuring appropriate intervention 
and support. 
This requirement is in place to safeguard the well-being of children and is not a personal judgment 
against any family. We take this responsibility seriously and follow all reporting protocols with care, 
confidentiality, and in accordance with Hawaiʻi state law. See the “Child Abuse” 

Personal Items  
All personal items will be kept in the child’s cubby. Students may bring a small blanket and a small pillow 
for nap time (must be able to fit in their cubby). Toys and/or stuffed animals are not allowed at school 
unless instructed by the teacher.  
 

School Uniforms  
Preschool uniforms are purchased from Lands’ End CLA uniform website and are gray T-shirts with the  
school’s logo and navy blue athletic shorts with the school’s logo. A navy blue or gray sweatshirt with 
the school’s logo may also be purchased from Lands’ End.  

Parents may also buy navy blue shorts, long pants, sweat pants or sweatshirts and jackets (with no  
stripes, logos or pictures on them) from an outside source to supplement the Lands’ End CLA uniform  
purchased on the website. These outside sourced uniforms should be considered a supplement to the  
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standard uniform and not the primary uniform. Jeans are only allowed on Fridays with any CLA shirt or 
an Aloha shirt. Dress up days and free dress days will be communicated by the teacher beforehand.  

Covered shoes, sandals with a back strap, or Crocs are approved footwear. Students may not wear  
slippers or slip-on shoes without a strap across the back. If your child frequently forgets footwear, you  
may leave a pair of shoes in his/her cubby (This will save you an extra trip back home to retrieve  
forgotten shoes!). 

Thursdays from August to mid-October are certain color days. On these days, jeans and that color-of 
the-week shirt or that color-of-the-week dress for girls may be worn. Teachers will let you know on 
the sign in sheet what the color is for that week.  

Boys’ haircuts should be above the ears, eyebrows, and collar. The color of the hair must be that which 
appears naturally on humans (Haircuts that are extreme and unconventional hairstyles including tinting  
or coloring of the hair will not be permitted). Preschool children should not wear makeup. Visible fake 
tattoos are not allowed. Any fake tattoos must be washed off or covered by shirts or shorts.  Boys may 
not wear earrings. If they already have their ears pierced they will have to remove them before coming 
to school.   

Dress code policies are set and upheld by CLA administration. See divisional administrators for dress 
code questions or clarifications.  

General Regulations  

Communication Platforms 
At Christian Liberty Academy Preschool, we believe that strong communication between families and 
teachers is essential for a child’s success. We are committed to keeping you informed about your child’s 
development, daily experiences, and any important updates. 
 
Daily Communication 

●​ For preschoolers with specific needs, brief updates may be given at drop-off or pick-up 
●​ Teachers may use tools such as ClassDojo, written notes, or verbal communication to share 

highlights of the day 
Weekly Newsletter & Reminders:  

●​ School-wide Friday Letters will be sent via email and posted on Alma 
●​ Important announcements may also be sent via email or ClassDojo 

Incident and Illness Reports 
●​ If your child is involved in any accident, injury, behavioral incident, or shows signs of illness, a 

written report will be provided and discussed with you at pickup 
●​ In the case of a more serious matter, you (or an emergency contact) will be notified by phone 

immediately 
Scheduled Conferences 

●​ Parent-teacher conferences are held twice per year to discuss your child’s developmental 
progress, goals, and any areas of concern 

●​ Additional conferences can be scheduled upon request 
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Open Communication 
We welcome questions, concerns, or input at any time. You may contact your child’s teacher or the 
Preschool Director through: 

●​ In-person conversation 
●​ Lower Campus Phone: (808) 966-8866 
●​ Email: bgray@clahawaii.org  
●​ ClassDojo messaging 

 

Field Trips  
Field trips will be taken to various local places of interest. Permission slips will be sent home to parents  
at least one week prior to the trip and must be returned before the day of the trip. The student will not 
be  allowed to participate without a properly completed permission slip. Verbal permission will not be  
accepted. Parents are welcome to assist as chaperones and drivers. Transportation costs, as well as  
admittance fees, will often be the responsibility of the parents.   

Visitors  
Parents and students must receive permission from the administration/office before bringing any  
visitors to school. Visitors must abide by the same standards of dress and conduct as CLA students. 
 
During school hours, parents/visitors are asked to check in at the office before going to the student’s 
classroom.  Personal items that must be delivered to the student should be dropped off at the office and 
will be taken to the student at an appropriate time.   
 

School Property  
The appearance and care of our school is a part of our testimony and the testimony of our students. 
Students are required to help take care of the facilities and property. Willful damage or destruction of  
school property will not be tolerated. Students will be expected to pay for and, if possible, repair any  
damage for which they are responsible.   

Health Services  
The school is not permitted to dispense medication. Should a child need required medications (e.g. epi 
pen, asthma inhaler, etc.) they need to contact the office to set up a plan should an emergency arise with 
their child. The plan will need to be shared with the Preschool Director and the child’s teacher.  

If a student becomes ill at school, the parents will be notified first. If parents cannot be contacted,   
names listed on your child’s emergency card will be contacted. Parents are encouraged to keep the  
school informed of all changes in telephone numbers at work and home.  
 

General Sanitation Practices for Students and Staff 
CLA works to maintain a healthy and safe learning environment by promoting consistent sanitation and 
hygiene practices among all staff and students. 
 
I. Staff Sanitation Expectations 
Handwashing - Wash hands thoroughly with soap and water for at least 20 seconds: 
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●​ Before and after handling food, eating, or assisting children with meals 
●​ After using the restroom or assisting a child with toileting 
●​ After contact with bodily fluids (e.g., nose wiping, diapering, sneezing) 

Use hand sanitizer when soap and water are unavailable (not a substitute for key times like toileting or 
before meals). 
 
Surface & Toy Sanitization 

●​ Disinfect frequently touched surfaces (tables, door handles, light switches) at least twice daily. 
●​ Sanitize toys that have been mouthed or handled extensively by multiple children before reuse. 
●​ Use only approved cleaning products and follow the instructions for contact time. 

 
Food Handling 

●​ Follow all proper food safety protocols. 
●​ Wear gloves when preparing or serving food. 
●​ Ensure food prep surfaces are clean and sanitized. 

 
Personal Health 

●​ Stay home if exhibiting signs of illness (fever, vomiting, diarrhea, severe cough, rash, etc.). 
●​ Notify the director immediately if a communicable illness is suspected. 

 
II. Student Sanitation Expectations (Age-Appropriate Instruction) 
Handwashing - Taught and supervised regularly, especially: 

●​ Before eating 
●​ After toileting  
●​ After coughing, sneezing, or nose wiping 
●​ After outdoor play (if needed) 

 
Cough & Sneeze Etiquette 

●​ Encouraged to use a tissue or into shirt to cover coughs/sneezes. 
●​ Wash hands or use sanitizer afterward. 

 
Toileting 

●​ Encouraged to be as independent as possible. 
●​ Taught and encouraged to wipe properly, flush, and wash hands thoroughly. 

 
Personal Belongings 

●​ Keep personal items (water bottles, blankets, backpacks) separate and clearly labeled. 
●​ Avoid sharing food, drinks, or utensils. 

 
III. Classroom Cleanliness 
Daily Cleaning - At the end of each day, classrooms will be cleaned and disinfected, including: 

●​ Tables, chairs, and high-touch areas 
●​ Restrooms 
●​ Toys and manipulatives 
●​ Carpet areas 

 
Weekly Deep Cleaning - Includes sanitizing shelves, bins, and less frequently touched items. 
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●​ Vacuum and mop all floors 
 
IV. Teaching Sanitation Skills 
Staff will incorporate hygiene and sanitation practices into daily routines and lessons using songs, visual 
aids, and modeling. The goal is to help students understand that independently caring for our bodies and 
our space is part of loving ourselves and others. 

 
Communicable Diseases  
It is the desire of CLA to provide a safe haven for those students entrusted to our care by their parents. 
Our purpose is to protect our students from exposure to communicable diseases. CLA is not equipped 
to care for the needs of other seriously ill students with chronic, communicable disease. The concern is 
twofold: (1) To protect students from developing a life-threatening illness, and (2) To protect the ill 
student from acquiring a disease from his/her fellow students or from a staff member that would 
endanger his/her life.  

Should a student be diagnosed with any childhood communicable disease, such as, but not limited to,  
chicken pox, tuberculosis, measles, mumps, etc. he/she must present a statement of health from an  
attending physician prior to being admitted back to class.   

If there is an outbreak of any childhood communicable disease, the students who have not 
received required immunization due to medical or religious exemptions will not be allowed to 
attend school.   

Covid: As of August 2023, CLA Preschool will follow CLA Elementary School protocols.  

 
 

Emergency Procedures  
 

*** Make sure that your personal contact information is up to date in ALMA.  
Administration will use ALMA to communicate with faculty, staff, and students in the 

event of an emergency. *** 
​ ​  
 
 

Natural Disasters  
​  
​ Warning Sirens and Procedures 

A steady three-minute siren tone is the attention alert signal. The radio or television station will give 
emergency information and instructions. The school will follow all suggested procedures to the degree 
possible. Any unscheduled school closings will be announced on the local radio stations. If the closest 
public school closes then CLA will also close. The Emergency Alert System broadcast will further give 
instructions until they can give an all-clear announcement. Warning sirens are tested on the first day of 
each month. 
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Hurricanes 
Emergency conditions may include high winds, heavy rain, flooding, and damaging surf. The Emergency 
Alert System broadcast will inform the school if a hurricane watch or warning has been issued. If a watch 
has been issued, the hurricane is expected within 36 hours. A warning means it is expected within 24 
hours or less. School will be canceled if a hurricane warning is issued. Teachers are encouraged to cover 
their classroom windows with boards and tape and to secure any loose objects that may blow away.​
​ ​  
Tsunamis 
Tsunamis are a series of destructive ocean waves that can affect shorelines. They may occur at any time 
with limited or no warning. The school is located in an area that will not be directly affected by a tsunami. 
However, if students are on a field trip near the ocean, the staff should follow these procedures: 

●​ If a watch or warning has been issued, you should leave coastal areas immediately. See the 
tsunami evacuation maps in the telephone book or follow posted blue evacuation signs. 

●​ When the sirens sound, listen to radio/TV for instructions. If you are in a safe area, stay there. Wait 
for the all-clear announcement. A strong earthquake may cause tsunamis. Go to high ground 
immediately. 

​  
​ Flash floods 

Emergency conditions include rapid flooding of streams, valleys, and other flood prone areas usually 
caused by heavy rains. These are especially dangerous while driving. All unnecessary travel will be 
postponed. Academy evacuation may be required. 

 
If a warning is issued, the school may be closed. Please listen to your local radio stations for further 
announcements. If the public schools are closed due to an emergency situation, Christian Liberty 
Academy will be closed too. 

​  
Earthquakes 
Conditions occur without warning. If students and staff are indoors, they must kneel next to a desk or 
table. If they are outdoors, they should stay in the open; the staff should ensure that the children are 
clear of power lines and poles. After the earthquake, the fire alarm system will be activated, and teachers 
will evacuate the school following the fire drill procedures. Staff should be careful not to enter damaged 
buildings. Other dangers include fires, dam failures, downed power lines, and aftershocks. A strong 
earthquake may cause tsunamis. 
 
High Surf 
The school is located in an area that is not in danger from high surf. However, all coastlines are 
vulnerable. If an advisory has been issued, beach activities will be canceled.  

​  
​  

School Closures 

​ The administration will make the decision of closing the school based on the advice of the Director for 
Civil Defense. If school is to be closed due to the weather or natural emergency, teachers will be sent an 
email and a text message from their administrator. If public schools in our area are closed due to an 
emergency situation, then we are closed. The administration has the right to cancel field trips based on 
climatic conditions. Teachers should always prepare an alternate lesson plan due to the inconsistency of 
our weather. 

​  
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Lock Down Policy 
 

General Information 
Our Lock Down Policy contains preventive measures to keep students and staff out of harm’s way in the 
event of a school crisis. This policy pertains to any tragic, dangerous (uncontrollable strangers on campus, 
etc.) or criminal situation that is occurring or has occurred on campus or in close proximity to the 
campus. A lock down Drill is conducted as a practice measure each semester, and discussed with students 
in order to keep them informed and aware in the event of a school crisis. Due to the nature of an 
emergency situation, it is our intent to notify parents as soon as safety permits. 
 
In the event of a school crisis, every effort should be made to notify the school Administrators – Upper 
Campus: (808) 966-8445 / Lower Campus: (808) 966-8866.  

 
In the event of a school crisis, the SCHOOL CRISIS TEAM, (Administrators, Office Personnel, teachers 
who are having an office hour), will do the following: 
 

1.​ Call 911 – If deemed necessary. 
2.​ The Crisis Team will determine the extent of the crisis. 
3.​ If warranted, the School Crisis Team will activate the Lock Down Signal (which is a ​

​ continual ringing of the school bell). 
4.​ If possible, the School Crisis Team will check surrounding areas for suspicious activity  
5.​ The School Crisis Team will continue to monitor the situation until the threat of danger has 

passed, at which time they will issue the All Clear Signal (which is the continual beeping of 
the Fire Alarm). 

 
In the event of a school crisis during the school day, the students and staff will do the following: 

1.​ Upon hearing the Lock Down Signal, all students, staff members, and visitors will be directed 
into the nearest classroom or office. Teachers who are with students on the playground will 
blow their whistle 3 times, shout “Lock Down” and immediately help students to get down 
and take cover. Teachers inside will lock all windows and doors and everyone will be directed 
to stay in a drop position alongside a desk, to stay away from windows and doors, and to stay 
quiet. 

2.​ Staff members will stay with their students in their place of hiding until they hear the All 
Clear Signal. Staff members will take roll and add names of others present. Once the All Clear 
Signal is issued, all staff members and students on both campuses will gather at their 
designated assembly area 

3.​ Once out at the assembly area the administration will brief the faculty and students and give 
additional instructions. 

What to do if you notice an unidentified or suspicious visitor on campus: 
Students should always notify a staff member of any unidentified or suspicious visitor on campus. 
When notified, a staff member will assess the situation and, if prudent, approach the person and ask 
if they need help. They will then determine what the need of the person is (looking for a classroom, 
teacher, or student). They will politely explain to the person that Christian Liberty is a closed campus 
and accompany them to the main office, taking note of their physical description and attire. 
 
If the unidentified or suspicious person refuses to respond, or behaves unusually, they will enlist the 
help of other staff members, while continuing to observe the unidentified person. 
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If at any time it is determined that the unidentified or suspicious person poses a threat to our school 
community, the staff members will notify the administration that we have a possible Code Red and 
the School Crisis Team will be activated. 
​  
Administrative action after a Code Red: 
​ ​ ​  

1.​ Conduct investigation immediately 
●​ Conduct interviews 
●​ Obtain facts – Who? What? When? Where? How? Why? 
●​ Initiate damage injury survey 
●​ Process written report for students, faculty, parents, and the media 

 
2.​ Provide psychological aid for students, victims, faculty/staff, and parents 

●​ Identify needs – Assess nature and severity 
●​ Provide counseling 
●​ Refer & connect with appropriate resources (mental health, medical, social agencies) 

 
3.​ Follow through on necessary disciplinary actions as appropriate. 

​ ​ ​  
4.​ Meet with the administrative team to discuss possible school closure. 

 
Fire Drills 

Fire drills are conducted periodically throughout the school year in order to teach our students what 
to  do in case of a true emergency. Staff and faculty are trained and instructed on how to conduct 
fire drills and emergency procedures.  
 
 

Emergency Medical Care 
CLA wants to ensure the safety, well-being, and proper medical attention for all children in our care 
by establishing clear procedures in the event of a medical emergency. 
 
Protocol:  
I. Immediate Response 

1. Assess the Situation 
2. Call for Help 
3. Administer First Aid 
4. Stay with the Child 

II. Notify Parents/Guardians 
III. Ensure Safety of other Students 
III. Detailed Documentation 
IV. Follow Up 
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Reunification Policy  
 
The guiding principle in reunification is accountability: the staff must always know which students are in 
their care and ensure they are released only to appropriate adults.  Reunification may be necessary 
whenever normal dismissal procedures are disrupted and controlled release is required.  
 
Examples include, but are not limited to: 

●​ Severe weather events (hurricanes, floods) 
●​ Utility failures (power, heating, water, communications) 
●​ Hazardous materials incidents 
●​ Law enforcement activity near campus 
●​ Bomb threats or suspicious activity 
●​ Active or threatened violence 

 
Reunification may involve the entire student population or only a portion of the school. The goal is not 
speed alone, but orderly and accountable release. An unplanned or improvised release can increase 
anxiety, create safety risks, and damage trust with families. 
 
On-Site Reunification: On-site reunification occurs when students are released directly from the school 
campus. Partial on-site reunification is used when only some students require controlled release. Full 
on-site reunification involves the entire student population and requires more staffing and coordination. 
In both cases, students remain in classrooms or assembly areas supervised by a staff member 
(“Monitor”) until retrieved. Another staff member (“Greeter”) will meet each parent/guardian coming to 
pick up a student; the Greeter shall perform the following steps: 
 
a) Check the parent/guardian’s ID against the list (in ALMA) of people authorized to pick up the child 
b) Once the parent/guardian has been verified, the Greeter shall text (or otherwise notify) the Monitor, 
who will release the child to the parent/guardian 
c) The Greeter shall keep a record of which adult picked up which child. Staff will maintain visual 
separation between waiting parents and students to reduce anxiety and confusion. 
 
If more staff members are available, additional roles can include Checker (verifying identification and 
authorization for the Greeter), Accountant (maintaining accurate rosters), and Reunifier (escorting 
students to parents). 
 
Off-site Reunification: Off-site reunification is necessary when the preschool campus is unsafe or 
unavailable. If the upper (high school) campus is safe and available, students shall be escorted to that 
location; preschool staff and administration shall coordinate closely with high school staff and 
administration to ensure preschool students remain together and separate from high school students. If 
the upper (high school) campus is unsafe or unavailable, staff shall escort students to the Hawai’i Federal 
Credit Union building, or, if necessary, coordinate transportation to another safe location. 
 
In all cases, administration and staff must . . . 

●​ Maintain accountability during escort/transport 
●​ Communicate clearly with families about the new location 
●​ Coordinate with law enforcement and transportation providers 
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●​ Establishing secure assembly and reunification areas at the off-site location 
●​ Violent incidents require additional security, controlled access, and mental health support. In 

such cases, administration and staff must be prepared for delayed reunification and 
communicate expectations clearly. 

 
Key Expectations: while it is impossible to plan for every eventuality, the key expectations for 
administration, faculty, and staff are: 

●​ Follow assigned roles and directions (including directions given by law enforcement) 
●​ Maintain supervision and accountability of students 
●​ Communicate calmly and professionally 
●​ Support students emotionally during and after stressful situations 

 

 
Academy Details  

 
Academy Colors & Nickname 
Christian Liberty Academy’s school colors are blue and orange.  Canefire was chosen as our nickname in 
the summer of 2004. Canefire was chosen because of the history of our community, Keaʻau, which at one 
time was sugar cane country. The cane farmers used to set fire to the fields in  order to burn off the 
impurities so that only the cane stalks remained. In the same way the Holy Spirit burns in us  to remove 
all the impurities, preparing us for a life of service. Cane fire is two words; however for our purpose we  
have combined it into one word, Canefire, to emphasize our unity as one in the Body of Christ. In 
addition, we  leave it in the singular form to further emphasize unity. We burn together as one flame and 
are thereby known as  the Christian Liberty Academy Canefire.  
 

Academy Verse 
“Therefore, whether you eat or drink, or whatever you do, do all to the glory of God” - 1 Corinthians 
10:31 

 
Academy Pep Song  
Our alma mater is as follows, and it is sung to the tune of “Beulah Land”.  

Hail to Christian Liberty, the blue and orange are fighting  
On the courts and on the fields, the Canefire make their stand.  
Fears and doubts and things of earth in vain to them are calling.  
Win the deeper vic’try – Oh   C  L  A ! 
 
We’re fighting in a battle that the world will never win. We’re 
Monarchs in the Kingdom; We’re joint heirs to the throne. Oh 
yes we’re looking to the future when we’ll wear a golden 
crown.  
For now we’re fighting for   C  L  A!  

 
 
 
 
 
 

Policies and procedures outlined in this handbook are subject to change at the discretion of CLA administration. 
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