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Letter from the Principal 
 
Dear Parents, 
 
The faculty of Chatham Academy is looking forward to an exciting partnership with you 
this year. The education of your child is of the utmost importance to us. Our goal is to 
help each student reach his/her maximum level of functioning both academically and 
socially, and we will be working with you to achieve this goal.  We want all students to 
take pride in their accomplishments. You play a major role in the future of your child.  By 
closely working together, we hope to make your child’s future brighter. 
 
This handbook is designed to familiarize you with the policies and procedures of 
Chatham Academy. Please read it carefully and sign the enclosed form and return it to 
the front office. If you have any questions, please contact us. Your support will help us 
provide the best educational program possible. 
 

 
 
Carolyn M. Hannaford 
Principal/Associate Director 
 
Chatham Academy admits students of any race, color, national and ethnic origin to all 
the rights, privileges, programs and activities generally accorded or made available to 
students at the school. It does not discriminate on the basis of race, color, national and 
ethnic origin in administration of its educational policies, admissions policies, scholarship 
programs, and other school-administered programs. 
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History of Royce Learning Center & Chatham Academy 
 

Royce Learning Center 
 
Royce Learning Center is the Coastal Empire’s only center for children and adults with 
learning differences. Our mission is provide the necessary comprehensive services that 
will enable children and adults with learning disabilities, attention deficit disorders and 
literacy needs to reach their maximum potential, educationally, emotionally and 
socially; and to heighten public awareness of the lifelong issues associated with such 
differences and the interventions available, locally and nationally. Our organization 
supports three distinct but interconnected programs: Chatham Academy, The Tutoring 
Center and Adult and Community Education (ACE). 
 

Chatham Academy 
 
Chatham Academy is a fully accredited independent day school, grades one through 
twelve, for children with learning differences, offering both a college prep and practical 
studies curriculum. Classes are limited to ten students each and they are grouped 
according to skills level. School size is currently 102, with a growth potential of 150 
students within five years.  Our goal is to educate children with learning differences 
through high school graduation. 
 
Chatham Academy was created in 1978 to address the academic and social needs of 
children with learning differences. Students work in an individualized, small group 
setting where the curriculum provides opportunities for each child to be challenged and 
to excel. Our daily program also reflects concern for the social and emotional growth of 
each student. 
 
Chatham Academy is dedicated to meeting the educational needs of children with 
different learning styles. We believe that a student’s self-concept, attitude and past 
experiences affect the daily learning process of that child. Teaching academic skills, 
appropriate daily behavior and social skills are an important part of the curriculum. 
   
Teachers use a variety of language-based and multi-sensory teaching methods to make 
learning accessible to every child. Our goal is to provide a smooth transition as our 
students progress from elementary levels to middle and high school and on to college or 
technical training. 
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Chatham Academy has designed the classrooms, teaching techniques and curriculum to 
allow each child to experience academic and social success. Students are grouped in 
classes by age and skill level, allowing the teacher to provide direct instruction. A variety 
of modalities and teaching methods are used to provide for academic success. 
  

Academic Information 
 
Students are grouped in classes according to age and skill levels.  The students are 
placed in the grade that was recommended from the previous school. On their 
cumulative record form, there will be the normal progression of grades. When they 
leave Chatham Academy, their grade placement will depend on a joint decision by 
parents and staff as to where they can best succeed. High school placement is based on 
credits earned.  Students who earn credits in required areas by the end of the 12th 
grade will be awarded a high school diploma. 
 

Parent & School Communication 
 
Parental concern and support for Chatham Academy are sincerely appreciated and 
valued by all staff members. Your views concerning the welfare of your child and the 
school in general are always welcome. Communication between the school and parents 
is vital if we are to achieve our goals. You are encouraged to call and schedule an 
appointment to talk to anyone on the staff regarding any question you may have about 
your child. 
 
Parent-teacher conferences will be held three times a year to relate pertinent 
information about your child.  Test results, progress, achievements and problems will be 
discussed.  During these conferences, parents will be involved in the development and 
review of an Individualized Academic Plan for their child. These conferences are very 
important.  If for any reason you must cancel your appointment, please contact the 
office to reschedule.  Your child’s teachers will contact you throughout the year to 
discuss your child’s general progress. 
 
The teachers at Chatham Academy are well trained to deal with your child, but they 
need to know that they have your support. Our teachers make decisions daily which 
they feel are in the student’s best interest.  He/she may not agree!! Please contact the 
teacher or the administrators if you are in doubt about a procedure used or if you are 
confused about what is expected of your child.  The teachers will welcome your 
questions. Remember, the teachers are trying to make a positive difference in your 
child’s life. 
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Our doors are always open for you to come by and observe your child in the classroom 
setting. We have found that most children like for their parents to see the good job they 
are doing in class. Take time to come and watch your child learn. 
 

Parent Involvement 
 
Parent involvement is an extremely important aspect of our school.  Many activities, 
such as our lunch program, are only available through the support of parent volunteers.  
Chatham Academy counts on your participation, feedback and volunteer assistance in 
order to offer the most comprehensive services possible for your child. 
 
Please remember that in more traditional school environments, the students generate 
their own enthusiasm regarding school activities and events. Because of the nature of 
our students’ disabilities and current circumstances, parents and teachers at Chatham 
Academy need to encourage and direct the enthusiasm to get students involved.  This 
involvement is an important part of your child’s remediation process; Your support is 
crucial! 
 
It is expected that parents will support school functions. Your attendance at events is 
important to your child and to the school at large. Your assistance with field trips or 
other activities may mean the difference between being able to offer the activity or not.  
 
Working parents who may not be available during regular school hours may help in 
many other valuable ways. Following is a list of anticipated activities and programs for 
the year that offer opportunities for involvement. Please consider how you might best 
help us offer the highest quality programming for your child. 
 
• Parent lunch program 
• Field trip drivers 
• Food/snacks for incentive parties 
• The Benefit Committee assistance (annual fund-raiser) 
• Office assistance 
• Help with Sally Foster fundraiser 
• Class enrichment activities 
• Help market The Squares: An Introduction to Savannah 
• Ideas through your employment that would benefit students at the school 
• After School Clubs 
• Any other suggestions that you as a parent may have 
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Progress Reports 
 
To provide frequent communication between home and school, mid-term reports will 
be sent with your child. These reports are sent to indicate your child’s progress and will 
include information on academic achievement and related behaviors. 
 
You must sign in the designated space to signify that you receive the report, and you 
must return it to the teacher on the next school day. We strongly encourage you to 
review this report with your child on the day it comes home. If the child does not bring 
the signed page of the report back on the next school day, they will forfeit their free 
time during break until the signed page is returned. Comments and feedback from 
parents are welcomed and appreciated. You will be notified if the report is not sent 
home at the scheduled time. 
 

Medication 
 
It is imperative that the medication form granting parental permission for the school to 
dispense any medication be signed and submitted promptly. This indicates permission 
for school staff to administer Acetaminophen and Tums for minor ailments, as well as 
prescription drugs. Whenever there is a change in medication or schedule for 
administration, it is the parents’ responsibility to notify the office and update their 
child’s records. All changes must be in writing. 
 
All prescription medication, whether routinely administered or given due to the 
occasional illness, must be turned in directly to the school office and must be in the 
original prescription bottle with the name of the prescribing physician, the date the 
prescription was issued, and the instructions regarding dosage and time of 
administration. No prescription drug will be administered without this information.  For 
non-prescription medication, such as cough or cold medicine, request for administration 
should be sent in writing and delivered directly to the office. No students are allowed to 
carry medication of any kind on their person (or in lunch boxes, purses, bookbags, etc.). 
Prescription medications are kept in locked boxes and each administration is noted on a 
record form. Parents will be advised when it is necessary to send in more medication. 
 

School & Doctor Coordination 
 
We try to work closely with any doctor who is seeing your child.  It is the parents’ 
responsibility to notify the school at least one week before an appointment so that we 
can send a report stating how your child is functioning in class. We expect feedback 
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from your appointments as to how we can better serve your child. Communication is 
vital! 
 
Students will be required to have a current psychological evaluation on file at the 
school. These evaluations are valid for three to five years and must be done in order to 
plan the most effective educational program. 

Immunization & Health Records 
 
Students are required by law to have certificates of immunization on file at school.  The 
certificate must be signed by a physician licensed in Georgia or by the local health 
department. The due date for the next immunization must be recorded on the 
certificate.  A second MMR vaccine is required for entrance into grade 6 of any Georgia 
school.  A School Certificate of Immunization or MMR Vaccine Certificate Form must be 
on file with Chatham Academy before a child attends classes. 
 
New requirements for 6th grade and new entrants to Georgia Schools.  New entrant is 
any child entering any school or facility in Georgia for the first time or after having been 
absent from a Georgia facility for more than 12 months or one school year in any grade 
K through 12. 
 
• Two doses of measles vaccine, two doses of mumps vaccine, and one dose of rubella 

vaccine OR laboratory proof of immunity against measles, mumps, or rubella. 
• Two doses of varicella (chicken pox) vaccine OR documentation of disease OR 

laboratory proof of immunity. School Hours 
 

School Hours 
 
The school day begins at 8:30 a.m. and ends at 2:25 p.m. for elementary students.  
Middle and high school students are dismissed at 2:40 p.m. Teachers will be on campus 
30 minutes before school and 30 minutes after school. No child should be dropped off 
prior to 8:00 a.m. or remain after 3:00 p.m. unless special arrangements have been 
made with the Principal. We cannot be responsible for any student before or after these 
times unless specific arrangements have been made so the child can be supervised. 
 
Please make arrangements with your child to arrive at school on time. Any student 
arriving late is counted tardy and must report to the office before going to class. 
Homeroom time begins at 8:25 and this time (from 8:25-8:30) allows students to unpack 
bookbags, put lunches away, and get settled prior to the beginning of instructional 
activities at 8:30 a.m. Students who are not in their classrooms at 8:30 will be counted 
late. They will make-up the class after school. 
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When it is necessary to contact a teacher, please call the office (912-354-4047) and 
leave a message. Teachers will return calls as soon as possible, but will not be pulled 
from class except in emergency situations. Students are only allowed to use a phone at 
school with a teacher's permission. The office staff will transmit any messages to the 
students. 
 

Early Dismissal 
 
Students will not be excused from school before regular dismissal time unless 
permission is requested by a parent or guardian in writing, or by telephone in the case 
of an emergency.  The note from the parent or guardian explaining the reason for the 
request should be given to the teacher at the start of the day. Any student being picked 
up early must be signed out through the office by the adult responsible for pick-up. We 
encourage parents to schedule routine doctor or dental visits after school. 
 

School Supplies 
 
Because organizational skills are stressed, each student is required to have specific 
materials.  Parents will be informed by teachers as to what materials are needed for 
each class and will be advised when supplies need to be replenished.   
 
All materials must be approved by the staff. Once supplies are requested, the student 
will not be admitted to class unless they are prepared. They will be on in-house 
suspension until the required supplies are obtained. 
 

Student Accidents 
 
Minor accidents (cuts, scrapes, etc.) are handled by the staff. We have first aid supplies 
on hand at all times. You will be notified immediately if we feel that further medical 
attention is necessary. 
 

Notification of Changing Community Conditions 
 
In the event of an emergency or national disaster, the administration of Royce Learning 
Center, (Executive Director, Principal and Academic Deans) as well as the Executive 
Committee of the Board of Trustees will be notified by telephone or cell phone 
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immediately. Every effort will be made to assess possible effects on Royce Learning 
Center. If appropriate, parents will be notified through the telephone fan out procedure.  
In case of severe weather conditions we follow the decisions of Chatham County Public 
Schools.  If they are closed then we will also be closed.  For families driving long 
distances use your discretion about weather and driving conditions.  Safety is our 1st 
concern. 
 
An open door policy is maintained for staff and clients by the administration to 
accommodate any matters of personal concern they may have. Faculty and staff 
meetings are scheduled weekly and any broad community concerns and events are 
discussed at that forum.    
 

Dress Code 
 
Students, both boys and girls, can wear either navy blue or khaki pants, shorts or skirts. 
The skirts or shorts should be no more than 5” above the knee when kneeling.  If the 
pants, shorts, or skirt have belt loops (even one), then a belt must be worn. Both boys 
and girls must wear a collared shirt, which is long enough to tuck in easily. The collared 
shirts can be any color or pattern (within reason) and must not be tight or form fitting. 
Closed toe shoes with socks must be worn.  In cold weather, students can wear any 
heavy coat but must take it off in the building.  Sweatshirts or hoodies can be worn in 
the building only if they are purchased through the school site. The final decision on 
whether dress for any student is appropriate will be made by the administration. If a 
student is not dressed according to the code, parents will be called to bring appropriate 
clothes. Until the clothes arrive or if no one can be reached, the student will be on “in-
house” suspension. 
 
After Labor Day, students may participate in “dress down” days on Fridays. The students 
can pay 50 cents and wear an un-tucked t-shirt and more stylish shorts or pants without 
a belt. NO SWEATPANTS are ever allowed.  Neatness and decency will still be required. 
Judgments on clothing acceptability will be made by the administration.  Students can 
also pay another 50 cents and wear a “sports” cap only. It must be worn with the bill 
facing forward. If students do not wish to participate they can wear regular dress code 
clothes. 
 

Student Absences 
 
It is the responsibility of each parent to notify the school if his/her child is going to be 
tardy or absent for any reason. Please call the school the morning of the absence.  In the 
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case of planned absences, we will send assignments home when a student returns. 
Students will have 3 days to make up the work. 
 
We do request that you not send your child to school if he/she has a fever or a 
contagious illness. Please monitor carefully the number of absences your child accrues.  
In keeping with state guidelines, a student who misses more than 10 days per semester 
(even if excused) will receive no credit for that semester. Legitimate cause for excessive 
absence must be presented for an appeal of this ruling. 
 

After School Activities 
 
We encourage all students to be involved in special activities and jobs outside of school. 
It is the student’s responsibility to maintain all work and to behave appropriately during 
school so that he/she can be on time for these other functions.  The school will not 
make allowances for these activities if a student must stay after school. 
 

Outside Activities Dependent on School Behavior  
 
If you decide to make weekend or after school activities dependent on your child’s 
behavior in school, please contact the teachers in advance. This will allow us to be 
specific about the behaviors we are trying to change. A question such as, “Was he/she 
good in school?” is too vague and will not benefit your child. Pinpointing specific 
behavior is the only way to achieve the necessary changes. 
 

Student Welfare 
 
It is the responsibility of all teachers to provide proper supervision and care for students 
from the time they arrive on school property until they leave. Running in the building, 
halls, and sidewalks is dangerous and will not be permitted. Safety and general well-
being should be first in everyone’s mind. Each student’s cooperation is expected.  A 
quiet academic atmosphere is expected at all times. 
In case of an emergency (fire, tornado, etc.), specific safety plans will go into effect.  The 
school will have monthly drills in fire procedures to ensure safe evacuations.  Tornado 
drills will be held as determined by Chatham Academy.   
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Snacks & Lunches 
 
Students are to bring lunches from home every day.  
 
Research indicates that good nutrition plays an important role in the total mental and 
physical well-being of children. Chatham Academy expects that proper eating habits will 
be encouraged and included as an integral part of our education program. A 
nutritionally balanced diet not only helps create a happy, healthy child, but also allows 
for the energy necessary for the best educational achievement. A snack machine with 
mainly high sugar snacks is available to students before school.  A drink machine is 
available to students during lunch period and breaks. A diet high in sugar often makes a 
child irritable and sleepy and may affect educational growth, classroom attitude and 
academic performance. 
 
Since students will be encouraged to eat the food they buy or bring for lunch, parents 
are asked to prepare and pack only the amount of food their child will eat.  Students are 
not allowed to share or trade their lunch items. 
 
Do not send glass bottles or jars. Please remember to send utensils (plastic forks or 
spoons) your child may need. Elementary students on stimulant medication will be 
required to eat unless we are notified otherwise by the parent.  Students do not have 
access to a microwave. 
 
For break time, you may want to send a “mid-morning” snack. Snacks and lunches in 
paper bags or small coolers should be clearly labeled with the student’s name or initials. 
 

Field Trips 
 
Notices for field trips will be sent home with the student. A field-trip permission slip will 
be distributed before each trip. Parents are asked to sign and return these as quickly as 
possible. Notification of specifics will be sent home as trips are scheduled.  Please make 
note of the important information such as dates, locations and times of field trip 
departures and arrivals. No students will be allowed to go on a field trip without a 
parent’s written consent.  
 
Any individual, including parents, who transport students, must maintain automobile 
liability insurance limits. Coverage of $100,000 per occurrence and $300,000 total 
liability is preferred, while coverage of $50,000 per occurrence and $100,000 total 
liability insurance is the absolute minimum level allowed in order to drive. Written proof 
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of auto insurance coverage in the above amounts must be provided and kept on file in 
the office if transporting students at any time during school hours. 
 

Daily School Roster 
 
A list of Chatham Academy students, with addresses and phone numbers, will be 
distributed to all students. This list should be helpful if parents need to work out a 
carpool for their child. Parents are expected to notify a carpool directly of any changes. 
Once you work out the carpool, any problems that arise should be handled by those 
involved.  
 
If your child is to be picked up by someone other than yourself or a regular carpool, 
notify us. We will not release a child to anyone we don’t know unless the office is 
notified. If a child is to go home with another student, we must have either a written 
note or a phone call telling us of the change. 
 
Note: If, for any reason, you do not wish contact information shared, please inform the 
Principal so that we may comply with your wishes. 
 

Student Vehicles 
 
A student having a non-restricted driver’s license is permitted to drive to and from 
school in his/her own car with parental and Principal’s permission. The Principal 
reserves the right to suspend this privilege if a student does not follow the regulations 
below: 
During school hours, vehicles are off-limits and are not to be operated. 
 
• A student may not return to his/her vehicle during the school day without 

permission from the office. 
• Any student found tampering with another driver’s vehicle will be subject to severe 

disciplinary action.  
• Students should park facing Oglethorpe Professional Boulevard. 
• Vehicles must be operated in a mature and responsible manner in and around the 

school property.  The speed limit on school property is 5 mph.  Speeding and 
reckless driving will not be tolerated on campus. If caught, a student will 
immediately lose driving privileges for no less than one week. 

• Further incidences may have serious disciplinary consequences. 
• Any student who violates a provision of the above rules is subject to the removal of 

all school driving privileges. 
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General Technology Use 
 
Computers and other technologies provide opportunities for students and staff; they are 
installed in the schools for the benefit of all learners. In order for technology to be in 
working order and available to everyone, students must respect the hardware and 
software in the school's computer labs and classrooms. The following general policy 
statement and guidelines pertain to all technology usage. 
 
No student shall intentionally cause damage to any school equipment including 
hardware and software. This prohibition includes, but is not limited to, the following 
acts: 
 
• Removing or exchanging any hardware or software component from any system. 
• Deleting, renaming, moving, copying or changing any file or its properties, other 

than his/her personally owned files. 
• Tampering with installed software and files. 
• Attempting to gain access to unauthorized files. 
• Attempting to change passwords. 
• Damaging other student's work. 
• Tampering with, rough handling of, or intentional physical damage to any 

equipment. 
• Intentionally wasting technology resources including bandwidth, file storage space, 

printers, or paper. 
• Installing any software on any school computer without permission. 
• Violating copyright laws by unauthorized copying of software, music, images, or 

other copyrighted materials. 
• Installing, copying, or knowingly infecting a computer system with a virus. 
 
Individual classrooms may create their own guidelines and procedures consistent with 
this policy. Such guidelines and procedures will be appropriate for the electronic 
information resources being used and the students served at the school.  There will be 
consequences for any student who fails to follow school and classroom guidelines and 
policies including but not limited to paying for damages, denial of access to technology, 
detention, or suspension. 
  

Student Access to the Internet 
 
The Internet and other new technologies shift the ways that information may be 
accessed, communicated, and transferred by people. These changes may also alter 



Chatham Academy Student and Parent Handbook 
 
 

 
 
P a g e  | 19 

instruction and student learning. Online electronic resources provide an exceptional 
opportunity for the promotion of intellectual inquiry, comprehensive information 
gathering, and awareness of global diversity through worldwide exploration.  In a free 
and democratic society, access to information is a fundamental right of citizenship. 
 
Electronic information sources and networked services significantly alter the 
information landscape for schools by opening classrooms to a broader array of 
resources including those from file servers throughout the world. The school's goal is to 
educate users by providing them with the understanding and skills needed to use the 
Internet in ways appropriate to their education and information needs.  Staff will make 
every effort to guide and supervise students in the appropriate selection and use of 
electronic resources. Concern about Internet information will be handled in the same 
manner as concerns about other educational materials.  Students will be allowed to 
access only those sites pre-approved by the staff. 
 
Student use of electronic information resources will be permitted upon submission of 
permission forms signed by parents and students. Students who are 18 years of age or 
older may sign both agreement forms. 
 
Access to the Internet will enable students to explore thousands of libraries, databases, 
museums and galleries, and distance learning facilities throughout the world. The school 
believes that learning opportunities made available to students through Internet access 
greatly exceed any disadvantages that may be inherent within the Internet.  Ultimately, 
parents and guardians of minors are responsible for setting and conveying the standards 
that their children should follow when using media and information sources. To that 
end, the school supports and respects each family's right to decide whether or not to 
apply for access. 
 

Rules for Student Internet Use at Chatham Academy 
 
• Students may only access the Internet under direct teacher supervision. 
• No  student is allowed to access the Internet without a teacher present at any time. 
• Only those sites approved by the faculty may be accessed. Links to approved sites 

will be provided and students will never access any site by typing in a URL directly. 
• Student use of the Internet is limited to the computer lab only. Staff computers are 

not to be used by students for any reason. Attempting to access the Internet  from 
the classroom by using any other login or by attempting to alter network settings is a 
violation of both Internet Policy and General Technology Use Policy. 
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• Teachers are responsible for reporting any violations that occur under their 
supervision. All Internet activity will by logged by the server and the logs reviewed 
by the technology staff and any questionable activity will be investigated. 

• E-mail, chat, instant messaging, or other communications applications are not to  be 
used by students at any time. 

 
Students who violate these policies are subject to denial of access to technology, 
detention, or suspension. 
 


