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Welcome,

We are happy you have decided to become a part of our co-op family. This
packet may seem extensive but it has been put together in the best interest of the co-
op and its families in mind. We ask that you familiarize yourself with the contents
herein so that our co-op can run smoothly, be the best it can be and so all the students
have an optimum learning environment. We are looking forward to being a
wonderful asset to your homeschooling endeavor. At any time we welcome your
comments or suggestions about how this co-op can better serve your family and the
homeschooling community at large.

Buechel Co-op Leadership

Jodi McAdams, Director

Susan Ballerstedt, Co-Director
Jan Basham, Treasurer/Supplies
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HomeForHisGlory- Educational Co-op
Buechel Campus

A Christian homeschool cooperative

Motto:

“...whatever you do, do it all for the glory of God”
1 Corinthians 10:31

Core Values:

Love and Glorify God
Help Make Disciples
Affirm and Encourage Parents
Strengthen Family Relationships
Educate with Excellence
Reach Out to Serve Communities

I\/IISSION STATEMENT:
HFHG-EC is a parent-run home school ministry through which parents pool their
resources and talents to expose children to fun and educational classes and activities.

e HFHG-EC is distinctly Christian in nature but has an open membership to any who
will respect that distinction.

* HFHG-EC is here to provide affordable, alternative learning opportunities and unique
experiences that a larger group affords.

e HFHG-EC does not exist to provide complete education for homeschooled children
but to enrich established homeschool programs through tutoring.

* HFHG-EC will limit class size to ensure a small group atmosphere and to keep the
instruction academically challenging.

* HFHG-EC provides for small group instruction in accordance with its established
annual class schedule and does not sanction individual tutoring, instruction, or lessons
for fees at the cooperative site.

* HFHG-EC is here to encourage and empower homeschool families to have
confidence to teach their own at home, and as an opportunity for homeschool parents
to network with each other for support.
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STATEMENT OF FAITH

We believe that Scriptures of the Old and New Testaments are the verbally
inspired Word of God, inerrant in the original writings, infallible, the final
authority for faith and life. 11 Timothy 3:16; Il Peter 1:21

* We believe that there is one God who exists eternally as Father, Son and
Holy Spirit. Genesis 1:1; Matthew 28:19; John 10:30

* We believe that Jesus Christ is God’s only Son. John 3:16

* We believe that only Jesus Christ the Son lived a life without sin. All other
people are sinners in need of salvation. Hebrews 4:15; Hebrews 7:26;
Romans 3:23-24

* We believe that Christ came to earth as a baby, born of a virgin, taking on
the form of man without ceasing to be God, to be crucified in order to pay
the penalty for our sins. Matthew 1:23; Isaiah 53:5,6; Ephesians 1:7

* We Dbelieve that Christ died, was buried and then rose on the third day and
ascended to Heaven. | Corinthians 15:3, 4; John 11:25; Luke 24:7

* We believe that salvation is the gift of God given to men by grace and
received by personal faith in the Lord Jesus Christ. John 3:16-19; John
5:24; Romans 3:23; Romans 5:8, 9; Ephesians 2:8, 9; Titus 3:5

* We believe in the traditional family, which is constantly under attack from the
world today. We believe in traditional morality — purity before marriage and
mutual faithfulness in marriage. | Corinthians 7:2; Ephesians 5:3; | Thessalonians
4:3

* We believe in the sanctity of life (each child is a gift from God whose life begins
at conception) and the protection of our children both before and after birth.

Matthew 18:5,6; Mark 9:42; Luke 17:2
5/25/2007

SEMESTER DATES AND TIMES

The Buechel Campus meets at the International Christian Center at First Alliance
Christian Church , 3726 Bardstown Road, Louisville, KY 40218, phone # (502)451-9343.

Dates
September 18th & 25th,
October 2nd, 9th, 23rd, & 30th,
November 6th & 13th
(with a Dessert & Display Night [Open House] on the evening of November 13th)

*Note: We will NOT meet on the 16" of October (Fall break)
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Daily Schedule

Opening Assembly: 9:30 a.m.

First Hour: 9:45 a.m. — 10:40 a.m.
Second Hour: 10:45 a.m. — 11:40 a.m.
Lunch Break: 11:40 a.m. — 12:25 p.m.

Third Hour: 12:30 p.m. — 1:25 p.m.

Fourth Hour: 1:30 p.m. — 2:25 p.m.

Closing Assembly: 2:25 p.m. — Cleaning is done

Important Note: It is imperative that families are committed to each of the above dates so that our
co-op runs smoothly. If you are aware ahead of time that you will miss any of the above dates, please
let us know ASAP. You are kindly asked to find a replacement for your class & to get that person the
necessary materials well in advance so that the students will be able to continue their studies in your

absence. If you already anticipate that you will be missing more than one week of co-op, please let
us know and voluntarily withdraw your family. Although occasional unwarranted absences occur we

ask that you make this the exception rather than the rule and honor your
f a micomynitment to co-op.

BACKPACKS

It is recommended that each student has a backpack or bag (labeled with his/her
name) in which to carry his/her tennis shoes, papers, folders & supplies. It is also a good
idea to have a folder for each class, as well as extra pencils and paper. We ask that you do
not allow your child to bring any toys or items that would distract your child or other
children from learning.

CHECK-IN

Sign in at the front desk as you arrive. Each family will have a hanging file folder
with their name labeled on it. Please check your file each day at the beginning of co-op and
also at the end. Important information, forms, homework, papers, etc. will be placed there
for you to pick up. All children and non-nursery worker adults should be in the Fellowship
Hall ready to begin by 9:30 a.m. Please see our front desk person if you need anything.

NAMETAGS

All children and adults will need to wear nametags each week. Your family’s folder is
also where you will pick them up each morning before co-op. Someone will gather them up
at the end of 4™ hour and place them back in your family’s folder. If for some reason they do

© not get picked up, place them back into your folder. Please do NOT take these home with

you, rather keep them here at co-op so they are not forgotten or lost. Wearing your nametags
each week will enable us to know the students’ names in the classroom (especially in the
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event of a substitute teacher), address any disciplinary problems by name, as well as
identifying students in the hallways and restrooms and to restore a child to his/her proper
class should he/she be found wandering the building. Adults can model to the students by
wearing their own nametags as well.

DISCIPLINE

Each student is expected to adhere to basic standards of classroom behavior. Children
who continually disrupt a teacher's efforts will be asked to sit apart from the group for a time.
The second offense will require the student to be with his/her parent for the remainder of the

2. day. If a child continuously cannot behave, he/she may be asked to leave permanently. There
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= are no refunds given in this circumstance. If you have any concerns, please speak with the

teacher IMMEDIATELY to address issues that may arise.

DRESSCODE

Please be sure that your child is dressed appropriately to spend the day running,
playing and having fun. If girls wear dresses, they should have shorts on underneath. Shorts
and skirts must be at least as long as the tips of his/her fingers when hands are held down to
sides. No tank-type shirts, spaghetti-strap shirts or shirts showing midriffs, belly buttons or
pants showing hipbones are allowed. No clothing with designs that are inconsistent with
Christian principles, for example, logos with designs that advertise tobacco, alcohol, drugs or
secular music groups. No facial jewelry other than earrings worn in the ears. No hats inside
the building. All children who participate in PE must wear tennis shoes. It is a good idea to
label all jackets/coats, bookbags, lunch boxes, etc. clearly with your child's name.

INCLEMENT WEATHER

If there is a question as to whether or not co-op will be meeting on any given day due
to the weather, we will be following the JCPS schedule of closing. If they are closed, we will
close, if they have a delay, we will still meet. Also, it is possible we will be doing a fire
and/or tornado drill during the semester to ensure the children know what to do in the event
of a fire or tornado. Fire evacuation routes from each classroom are posted on the back of or
close by each classroom door. Students are to exit in an orderly and calm fashion and
teachers &/or assistants are to do a head count after students gather in groups outside the
building. In the event of a Tornado drill, students are to line up along the hallways away
from any windows or glass, face the walls with their head down between their knees and
their hands covering their heads.

FIRST AID

There is a first-aid box located at the welcome table in the Fellowship Hall. It is
stocked with every basic medical supply. Please let Jan Basham know if you use the last of
something.

Also, we have several students with serious medical conditions as well as learning
disabilities. No child is to be given any food item unless it is cleared by the parent first and
absolutely NO peanut-related items are to be consumed in the building. We need to be aware
of these issues and keep an eye out for potential problems. Ways to handle specific
problems will be addressed to the teachers and assistants by the respective parents should any
issues arise.
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FUNDRAISING

At times there is a need for our co-op to raise additional funds for scholarships,
equipment, or supplies above and beyond what tuition fees cover. In addition to one-time
fund-raisers we have from time to time, we have two ongoing fund-raisers which provide
extra funding should it be needed. They are BoxTops for Education (10¢ coupons found on
many grocery & household products) and Empties for Cash (empty ink cartridges). BoxTops
are a 50/50 fund-raiser: 50% of all funds raised goes to scholarship for those who can’t afford
to pay co-op tuition and the other 50% goes toward the tuition/class fees of the family who
brings the BoxTops in. Empties for Cash can earn our co-op up to $3/cartridge and goes
towards scholarship for those who can’t afford to pay co-op tuition.

RECEIVING IMPORTANT NEWS
At time throughout the semester we will have important information to convey to all

S families in co-op. That’s why it is imperative that you read your weekly newsletter as well as

check your email atleast every other day and on the Wednesday prior to co-op. We ask that
you respond to requests promptly as co-op leadership does not have time, energy or resources
to track you down. We also need to be able to call you so if you have alternate numbers,
please make sure we have them. Being a leader in co-op is not a paid position so we ask that
you make our jobs easier by helping us help you.

LUNCHTIME

There is a 45-minute break for lunch from 11:40 — 12:25. (Teacher’s assistants
should begin lining up their students for the 3™ hour around 11:20). There is not a lot of time
to eat lunch out so if you would like, you may bring a sack lunch to eat with other families
around tables in the Fellowship Hall. Tables will be set up for this purpose and you may
retrieve chairs from the perimeter of the room for your convenience. Cold items may be kept
in the refrigerator labeled “co-op” in the downstairs kitchen or you may bring a cooler. Any
items left from week to week will be thrown out with the exception of items left over from
the cooking class. Although lunch is a great time to fellowship and for the children to play
when they are through eating, they may not wander the building during the lunch hour, run
through the hallways, play rough games or play in the restrooms or other classrooms.
Parents, you are responsible for making sure your child follows lunchtime rules so please
watch them at all times. Due to liability, you are not allowed to leave your child here under
the care of another parent while you go out for lunch or at any other time during co-op.
Small children should be escorted to restrooms and drinking fountains. You are responsible
for cleaning up your family’s lunch mess. Please empty all liquids into the kitchen sink
(adults only in kitchen, please) before disposing of containers. Do not pour liquids into the
trashcans as this can make for a messy clean-up when trashcans are emptied.

PARENTAL ENGAGEMENT

All parents will be delegated with one of the following responsibilities during the
semester: teacher, teacher's assistant, nursery, front desk sign-in, hall monitor, supplies,
newsletter, director/co-director or substitute. You are not required to teach a class but all
parents are required to work in some capacity every hour their children attend classes. You
may be asked to substitute for an absent parent if you are on the list as a “SUB”. We will try
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to give teachers one free hour for class preparation but they may be asked to fill in on any
given day. We would however ask that those of you not teaching this semester would
consider what you might like to teach the next semester. We understand everyone has
different giftings but also believe everyone has something to offer our students and that we
can also share the joy & burden of preparation to make it a lighter load for all.

Teacher - Come prepared each week to teach your class, have lesson plans laid
out so that a substitute can fill in upon your absence, take attendance each week,
end your class on time so that your students can arrive at their next class
promptly (a 5-minute warning bell will be rung to help remind you).

Teacher's Assistant - Be an extra set of hands to help the teacher in any way, open
the class in prayer, be in charge of escorting students to/from the restrooms, to
the students’ next class or to/from the Fellowship Hall (no student is to be left
anywhere unsupervised), discreetly & quietly handle any disciplinary issues so
the teacher can remain teaching, help clean up at the end of each class, during 4™
hour, pick up any trash off floor (or sweep if necessary), wipe down tables, set
trashbag outside door & replace with clean trashbag. It is also the teacher’s
assistant’s responsibility to line their class up in the mornings before 1* hour and
at the end of lunch before 3" hour.

Nursery — At the beginning of the day, arrive early, get your own children settled
into their lines (sign-in, nametags, file folder, etc.) and get to the nursery before
9:30 a.m. While in the nursery, patiently nurture & care for the infants and
toddlers in the nursery. Make sure they are fed and changed as needed. At the
end of the day clean up toys, sweep the floor, wipe down table & hard surfaces,
tie off and set trashbag outside door & replace with clean trashbag. Remain in
nursery with the babies (waiting patiently) as the rest of the building is finished
being cleaned.

Front Desk Sign-In - Arrive by 9:15 to set up sign-in table, help check in
families, remind families about folders, assist families with nametags, assist
teachers with set-up and take supply boxes to classrooms.

Hall Monitor - Patrol the halls for wandering students, watch restrooms & doors,
ring the bell outside of each classroom when there is only five minutes left of
class (10:35a.m., 11:35 a.m., 1:20 a.m. & 2:20 p.m.) Close to the end of fourth
hour, gather all students’ nametags and file them in each respective family’s
folder and gather up all supply boxes, returning them to the co-op supply closet.

Substitute - Fill in wherever needed for someone who may be absent or a class
that may need extra help.

Clean-up - Do the job asked of you and return any cleaning supplies back to their
proper place. Cleaning supplies, including vacuum sweepers, brooms, mops,
trashbags & cleaning solvents can be found in the cleaning supply closet across
from the larger girls’ restroom. If you are a teacher’s assistant, make sure that the
list on the back of your door is complete before leaving your classroom at the end
of the day.

8 of 15



CLEAN-UP

During fourth hour several parents with free time will be asked to begin the cleaning
process. In addition to that, as stated above, teacher’s assistants in each of the classrooms are
asked to begin wiping down tables, picking up trash off the floors (or vacuum/sweep if
necessary), tying off trashbags & placing them outside their doors and replacing new
trashbags in cans. When class is over, the students will be brought to the Fellowship Hall
and several parents will be assigned to watch the students while others finish their assigned
clean-up. We will all stay until clean-up is finished (should not take more than 15 minutes
beyond the end of the day).

PUNCTUALITY

Co-op begins each morning at 9:30 a.m. Families should not be arriving at 9:30, but
signed in, name tags on, lined up in their rows ready to begin at that time. If you know you
will be late, please notify a leader immediately. In the past we have had parents scrambling
to cover classes for teachers and assistants who were consistently late or absent. If you are
consistently late (more than twice), your 1st hour class will be dropped. This goes the same
for families who go out to lunch and do not arrive back on time. It is inconsiderate and
unfair to the teachers and children in the class when students arrive late and the class has to
be interrupted and started all over again or when the teacher loses class time due to families
being less than punctual. Families are welcome to sign up for classes beginning later in the
day if arriving on time is a problem. Please choose what works for you and your family and
be considerate of the people who worked hard to be prepared for your children on time.
Teaching children the importance of punctuality is something that will benefit them in the
future.

ATTENDANCE

Teachers will be asked to keep an attendance sheet for each class each day. You may
bring preapproved guests to visit our co-op, just let us know ahead of time and we would be
happy to accommodate your visitor. Guests are not allowed on the premises without you
present. If you need to gone for a day, you may have another family member fill in your spot
but they need to have a background check done beforehand. Ask one of the directors for a
form.

In the event you need to be absent, please call Jodi McAdams 284-3456 (home);
(317)313-3111 (cell) or Susan Ballerstedt 244-1545 (home); 553-4923 (cell) ASAP so we
can arrange a substitute for you. Please do not register for classes if you cannot commit to
attending. When you are absent, it affects the entire co-op.

We do not offer refunds in the case of absences. Once you sign up for a class, the
teacher is prepared for your child to be there.

SICK POLICY

Although we ask that you try to make it to every co-op, we do however ask that if
you or your children are ill, that you stay home and get well. The following guidelines may
help you make your decision whether or not to join us.
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Please do NOT attend co-op of you or your child has:

ANY discharge from the eyes or nose.

A persistent or severe cough.

A fever anytime in the past 24 hours.

Experienced diarrhea or vomiting in the past 24 hours.

ANY type of rash or unidentified skin irritation that has not been diagnosed as non-
contagious by a physician.
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We trust your discretion in deciding whether or not your child is well enough to
participate on any given Thursday. However, for the sake of all families, if you or your child
is noticed with any of these conditions, you will be asked to leave for the day. Please
understand our decisions are made in the best interest of all the children who participate.

STUDENT RESPONSIBILITIES

At the end of each class, children will be expected to clean up their own work area
and be responsible for their belongings. Toys and like items are best left at home. No
electronic devices are allowed at co-op. We are not responsible for lost items.

Children are expected to be on time for class and be ready to learn. Please take care
of bathroom trips, drinks, etc. prior to the start of class.

Some classes may have homework. Children are expected to complete additional
assignments by the given deadline. It is disrespectful of their time and effort not to complete
these tasks on time. If you have a conflict with an assignment, speak to the teacher right
away; do not wait until the project is due. Your child must understand that a good effort and
a good attitude are mandatory.

Food and drink are not allowed in the classrooms. If you make a mess, please clean it
up. First Alliance Church is graciously allowing us to use their facility. We want to keep it a
mutually satisfying relationship so that we can continue having our co-op here at their
facility.

PARENT COVENANT

Recognizing that our appearance and our behavior reflect on God as much as on
ourselves, we, as parents, covenant together with HomeForHisGlory-Enrichment Co-op to
the following:

As a parent, my responsibilities relating to my child’s participation in HFHG-EC
classes:

9 1 will try to ensure my child will be on time for class.

9 1 will help my child come prepared for class and turn in homework assignments on time.
1 1 'will encourage my child to have a cooperative spirit and an attitude of respectfulness
towards leaders, property and others, as well as an attitude of attentiveness in all
classroom situations.

I will encourage my child to take care of all bathroom needs before or after class.

My child understands that there is absolutely no gum, food, or drink inside the church
except for lunch and as designated by the classroom teacher or leadership.

= =4
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1 Realizing that younger students watch and emulate those older than themselves, | will
encourage my child to be a desirable role model for the younger students.

1 My child understands that any offenses will first be addressed to him or her and then to
me and that repeated offenses may result in his expulsion from HFHG-EC.

As a parent, my responsibilities relating to my child’s appearance at HFHG-EC.:

1 My child’s appearance is to be neat, clean and modest. My child will adhere to the co-op
dress code guidelines, showing respect toward other students and teachers.

As a parent, my responsibilities relating to HFHG-EC:

9 Iunderstand that I will be responsible for any property damage done by my child,
whether intentional or otherwise.

1 Iunderstand that any offenses on the part of my child will be brought to my attention if
they are not otherwise successfully resolved. Irealize that my child’s attitude behavior
problems are my responsibility.

9 Iunderstand that only the students taking the course are welcome in the classroom.

STUDENT COVENANT

Recognizing that our appearance and our behavior reflect on God as much as on
ourselves, as students and parents, we covenant together with HomeForHisGlory -
Enrichment Co-op to the following:

As a student, my responsibilities relating to classes:

T I'will be on time for class. On the rare occasion that I arrive late for class, | will enter the

room quietly so as to minimize disruptions.

I will come prepared for class and turn in homework assignments on time.

| agree to have a cooperative spirit and an attitude of respectfulness towards leaders,

property, and others. An attitude of attentiveness will be exhibited in all classroom

situations.

1 I'am responsible for contacting the teacher in case of an absence. Late assignments are
accepted at the discretion of the teacher.

il
il

As a student, my responsibilities relating to my appearance:

1 My appearance is to be neat, clean and modest. | will adhere to the co-op dress code
guidelines, showing respect toward other students and teachers.

As a student, my responsibilities while at HomeForHisGlory-Enrichment Co-op:

9 1 understand that there is absolutely no gum, food, or drink inside the church except as
designated by the classroom teacher or leadership.
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1 I will take care of all bathroom needs before or after class except in the case of

emergencies.

| agree to attend our scheduled assemblies.

I will be a desirable role model for the younger students because they watch and emulate

those older than themselves.

9 I understand that any offense will first be addressed to me and next to my parent.
Repeated offenses may result in my expulsion from HFHG- EC with no refund for paid
classes.

1 I agree to honor all of the above guidelines while participating in HFHG-EC.

= =

BEHAVIOR POLICIES

As Christians, our goal is to obey Scripture and, whether in word or deed, to do all to
the glory of God. Since the ultimate end of all Bible-centered education is to grow in wisdom
and virtue, we require all our students to exhibit the following minimal personal virtues at
any and all HFHG-EC events and activities.

1. Kindness

2. Truthfulness

3. Courtesy toward others and respect for their property rights
4. Punctuality in attendance and work

5. Respect for and obedience to those in authority

6. Diligence in effort and attention

In addition to the above personal virtues, we also expect there to be:

No excessive horseplay.
No bad language.

No hurting others.

No defacing property.
No inappropriate contact.
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No unwholesome talk or gestures.

FAILURE TO ADHERE TO THESE POLICIES WILL RESULT IN:

1. Warning will be given to the child, as well as notification to the parent.

2. Child will stay with parent for the rest of the class, activity or event.

3. Parent meets with the campus leadership, with a possible suspension from co-op.

Behavior that demonstrates a blatant disregard for person and/or property will result in
immediate suspension.

Our goal is to work with parents to maintain high standards of Biblical behavior, e.g., to love
God with our whole heart, soul, strength, and mind, and to love our neighbor as ourselves. If
you are unsure of the meaning of any rule please feel free to ask.
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Acceptance: the terms that are included in this contract shall become binding upon written
acceptance. The agreement contains the entire agreement of the parties, and modifications
shall be made only in writing and with prior agreement. The failure of either party to enforce
any of its rights shall not constitute a waiver of such rights.

Disputes: Any claim or dispute concerning question of fact or law arising out of or relating to
this contract or breach thereof, shall be settled by one of the following methods. The parties
agree that the order to be followed will be 1, 2, 3. The result shall be binding upon the
parties.

1. An (executive staff member) shall arrange a prompt meeting (without legal
representation) to make an honest effort to resolve the differences.

2. Inthe event the prior remedy is unsuccessful , then the parties shall enlist the services of
a private organization recognized by the courts of the state of Kentucky to resolve the
differences (referred to as rent-a-judge or mini-court). The parties may engage legal
representation.

If a resolution is still unable to be resolved then the matter will be handed over for arbitration
in accordance with the rules of the American Arbitration Association. Cost for arbitration
will be split 50/50 by the parties involved.

By signing your registration form, you agree that you have read and understand all of the
policies and procedures of our co-op and will abide by them.
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LIABILITY WAIVER
We have read the policies for HFHG-EC and agree that our family will abide by
them. We understand that if we have signed our children up for a P.E./Gym class, there is
always a possibility of physical injury, and we accept responsibility for that decision.

Signature of Parent:

Please initial here only if you do not want your child’s picture posted on our website.

BACKGROUND CHECK

To ensure the safety of our children and since all parents will be working with
children at some point, we will run police checks on all parents attending co-op. (If any
relative will serve as your replacement at any time, please fill out the form below for them.)

In order to do this, we will need the following personal information:

Primary Adult:

Full name w/any/all aliases:
(incl. maiden name)

SSN #: DOB:

Secondary Adult:
Full name w/any/all aliases:
(incl. maiden name)

SSN #: DOB:

| hereby request and authorize the release of any information which pertains to any
record of convictions contained in law enforcement files or in any criminal file maintained on
me whether local, state or national. | hereby release local, state and national law enforcement
agencies from any and all liability resulting from such disclosure.

Signature: Date:

Printed Name:
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POLICY SIGN-OFF

| understand and accept the Mission Statement of HomeForHisGlory — Enrichment
Co-op and agree to uphold the Core Values and respect the Statement of Faith as outlined in
the HFHG-EC Catalog. | also have read and agreed with the policies outlined in the Parent
Covenant.

Date

Parent Signature

| have read (or been read to) and agree with the policies outlined in the Student -
Parent Covenant and Behavioral Policies.

Date
Student Signature

Date
Student Signature

Date
Student Signature

Date
Student Signature

Date
Student Signature

Date

Student Signature
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