
 
 
 
 

Harbor Christian Cooperative 
_________________________________________________ 

Building Community, Learning Together 
 

And let us consider how we may spur one another on toward love and good deeds, not 
giving up meeting together, as some are in the habit of doing, but encouraging one 

another—and all the more as you see the Day approaching. Hebrews 10:24-25 

 
 
 

 
 
 

Handbook 
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Welcome 
 
Welcome to Harbor! We are so glad that you have decided to join us. Harbor is a 
community of families who come together weekly for encouragement on our individual 
homeschool journeys. Our goal is to create a community of families who are like-minded 
and steadfast in their Christian faith, so that our children have a safe place to make 
friends while learning from other adults and peers in a classroom environment. 
 
The following are our policies, please take some time to read, understand, and share 
them with your children. Once you have read them please sign the signature form 
indicating that you and your family agree to abide by these policies while you are 
members of the Harbor community. 
 

 
Our Mission  

 
Harbor strives to enhance your homeschool week, offering both academic and social 
fellowship.  We offer engaging academic classes that are designed to enrich your home 
curriculum with collaborative learning opportunities.  
 

 
Our Vision 

 
To build an encouraging community for Christian homeschooling families and provide 
opportunities to further train their children to be Kingdom Ambassadors, honoring God, 
His creation, and His people. 
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Contact Information 
 

Email: harborchristiancoop@gmail.com 
 

Website: harborchristiancoop.com 
 
 

Host Site Address: 
Friendship Baptist Community Church 

37 Jewell Rd. 
Dunkirk MD 20754 

Please do not contact the church for information about Harbor. 
 
 

Mailing Address: 
Harbor Christian Cooperative 

Care of Andra Hawks 
925 Carson Rd 

Huntingtown, MD 20639 
 

 
 

Leadership 

 
Becky Case - Board 
Email:casewhms@gmail.com 
Phone:240-925-3669 
 
Shannon Christ 
Email: hazystarriding@aol.com 
Phone:443-510-9993 
 
Kristen Ferver - Board 
Email:thefervers@msn.com 
Phone:443-624-4228 
 

 
Andra Hawks - Board 
Email: mahawks@earthlink.net 
Phone: 443-883-6417 
 
Lisa Kennedy - Board 
Email: lisa.kennedy@64graphics.com 
Phone: 410-497-2772 
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Expectations 

Arrival and Dismissal: 
Our co-op day starts at 9am, this means you should arrive by 8:45am. By arriving early we are showing 
respect to the opening leader and the teachers by keeping a firm schedule. Children should walk into the 
sanctuary and sit with their class. While they may talk quietly to those around them, they may not climb 
over chairs, run, or be loud. 
 
Closing time is not optional, everyone should attend as frequently important announcements will be made 
during this time. Each class will file into the sanctuary in an orderly fashion remaining quiet until seated. 
Children my talk quietly while waiting for the whole group to assemble. 
 

Parents: 
● We are a Christ-centered group. Families joining Harbor will agree to the Statement of Faith. If 

you have any questions about the Statement of Faith please speak to a member of the Board for 
clarification. 

● You are joining a community whose goal is to build a family-like atmosphere. As such, co-op days 
should be a priority for you. Every attempt should be made to attend each week barring 
emergencies, inclement weather, or sickness.    

● Every family will have one parent  who has an active role within the co-op. Please consider your 
unique God-given gifts and talents when choosing how you will serve.   

● If you are not a teacher, you will be expected to assist in the classroom.  
● Children must have an adult with them while on church property. If there is a reason that a parent 

cannot be the person responsible for a student, they must have another adult agree to fill that 
role.   

● Respect and encourage adherence to all guidelines (we are all hall monitors and traffic/noise 
controllers). 

● Co-op will start promptly at 9:00am, you should arrive by 8:45am to be in your seats and ready to 
begin. 

● Assistant teachers and classroom helpers are expected to be hands-on. They are not to be on 
their phones or chatting with others while the teacher is teaching. 
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Students: 
● Student should come to classes prepared to learn and have fun.      
● Teachers will expect students to have their supplies, follow class rules, be kind to their 

classmates, and show respect at all times.   
● Students should treat all shared supplies and the facility with respect and care. 
● Students will not loiter in the halls.  If a student must leave a classroom, they should go directly to 

their destination and return to the classroom promptly. 
● We understand that some students have access to electronic devices, however, we would ask 

that they either leave them at home or turn them off while at Harbor.  The teachers all have 
phones and can take pictures (if appropriate) and access the internet if it is necessary for 
classroom discussion.  This policy continues into lunch time; we want to encourage real 
relationships to grow during this social time of the day. 

● Boys and girls are to behave in a platonic way towards each other to ensure we maintain an 
educational setting.  No behavior indicative of dating or romantic relationships between students 
will be tolerated. 

Dress code: 
Appropriateness and modesty will characterize the clothing worn by adults and children of the group. All 
clothing should be honoring to God and the church facility in which we meet. Clothing choices should not 
be a stumbling block to those we come into contact with. Members should dress in such a way as to 
encourage healthy social interactions and a focused learning environment. The above statement and the 
following standards apply to all HCC functions and events. Here is what modesty looks like at Harbor: 
 

• General Modesty Standards:  
o Pants, skirts, and shorts should be worn at least at the waistline (mid-rise, or high-rise 

waistlines are fine, but no low-cut waistlines, or overly sagging pants worn on the hips or 
lower) 

o Clothing should cover all undergarments (including bra straps) whether the person is 
sitting, standing, bending, running, jumping, climbing, swinging, etc… 

o Clothing choices should promote respect, unity, and peace by not including offensive 
language or content 

o Clothing choices should be consistent with HCC handbook rules and promote platonic 
relationships and not be distracting from the learning environment. No member should 
wear suggestive or revealing clothing. 

 
• Specifics: 

o Shirts- In general, the shirt should cover from the shoulders through the top of the hips, 
including both the front and back of the body. It should not be overly tight or otherwise 
suggestive.  

§ Things to avoid: No shirts with offensive language or content. No muscle shirts 
with gaping arm holes. No tank tops worn alone. No midriff hem lines, tube tops, 
cropped tops, halter tops, or low-cut shirts. No racerback or open-back shirts, 
camis, or spaghetti-strap tops. No form-fitting clothing (ie. exercise clothing or 
clingy fabrics). 
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o Shorts- Shorts should be 7-9 inches in length, commonly known as the “Bermuda” length 
short. 
	

o Skirts and Dresses- Hem lines should be no shorter than 3 inches above the knee. 
Shorts or leggings must be worn underneath any hem line falling above the knee. 

	
o Pants- Pants should have a mid-rise or high-rise waistline (no low-cut waistlines, or 

overly sagging pants worn on the hips or lower). Fashion features such as ripping or 
holes should not reveal undergarments or pocket liners. Pants such as leggings or Yoga 
pants must be worn with a top long enough to hang below the bottom while covering the 
front as well. 

 
A good rule of thumb: if you are not sure, don’t wear it!  
 
It is not the desire of Harbor to police our members in relation to clothing standards! However, there are 
standards of modesty HCC has determined to support the culture we desire to build. We assume and 
hope members will discuss these standards within their homes and arrive at co-op dressed to be a part of 
the HCC community. However, the following procedures will be followed should adult or student members 
arrive in violation of the HCC dress code: 
  
1st Offense- A verbal warning will be given to both the student and the parent, unless it is only addressing 
the adult member  
 
2nd Offense- The family will be sent home to change any clothing found to be in violation 
 
3rd Offense- The family will be sent home to change any clothing found to be in violation 
 
4th Offense- The parent will be required to meet with HCC board before the family can return  
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Healthy Culture 

Discipline Policy: 
Children will be expected to show respect for those in authority at co-op and kindness to fellow 
classmates. Any inappropriate behavior in the classroom will be handled by the teacher using through 
proximity and verbal commands. 
 
The following are the steps of escalation: 

1. The teacher will speak to the student about the unacceptable behavior and explain to the child 
what they need to do to fix the problem.  

2. If the student does not correct the behavior, the teacher will ask the child to take a short 3-5 
minute break from the class and reiterate the behavioral expectations prior to the student’s return 
to the classroom.  

3. If the problem persists, the teacher will approach the child's parent to explain the problem. 
4. If the problem continues to persist, the teacher reserves the right, with the approval of the board, 

to remove the child from class. 
 
Please help your child's teacher be successful by sharing with them any special needs that your child 
may have. 
 

Bullying: 
Bullying will not be tolerated.  Bullying is defined as using superior strength to influence or intimidate 
someone, usually to make them do what one wants (Webster’s Dictionary).  If your child is experiencing 
bullying by another student or teacher, please immediately tell a board member.  While forgiveness and 
grace will always be the goal, the severity of the incident will determine the consequences.  The board 
reserves the right to remove the person who is bullying or take other disciplinary action. 
 

Gossip: 
Let no corrupting talk come out of your mouths, but only such as is good for building up, as fits the 
occasion, that it may give grace to those who hear.  Ephesians 4:29 

 
Harbor strives to encourage healthy conversation, avoiding any type of gossip or slander.  Gossip will not 
be tolerated.  Please guard yourself from listening to or spreading slander about other members.  Come 
to the leadership if you have a concern about policies or behavior, it will be addressed promptly. 
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General Policies 

Supplies: 
Many supplies will be provided to your students in class.  These are covered in the class fees.  Lower 
grade students will not take supplies home, their teacher will bring them to co-op each week.  The upper 
grades will also have some supplies bought for them, but they will be responsible for them once they are 
handed out. 
 
Please label all your children's individual supplies. One fun way to do this it to pick a patterned duct tape 
and wrap it around each item to mark it as your child's item. It is much easier during clean-up if every 
pencil does not look the same. 

Sick policy: 
Please keep your child home from co-op if they are displaying obvious signs of sickness. The following 
are some general guidelines to follow. 
 
Children and parents should stay home if:  

● they have had a fever in the last 24 hours.  
● they were diagnosed with a contagious illness and have not been on antibiotics for at least 24 

hours. 
● they have a persistent unexplained cough.  
● have visible signs of illness.     
● are too sick and uncomfortable to participate. 
● there is a highly contagious illness spreading through the family 

 
 
Drop Off: 
Harbor is not a drop off school. Parents are expected to attend co-op all day with their children.  If one of 
your children is sick and needs to stay home, you may, however, have someone else bring your other 
children, providing another parent has agreed to be responsible for them.  You should go to the website, 
harborchristiancoop.com, and download the Healthy Child Drop-Off Form.  This form requires you to 
contact the Classroom Staffing Manager to get permission for a drop-off. This person is responsible for 
maintaining the balance of attendance between adults and students at co-op. Please be aware that you 
may not be able to drop off your child(ren) if the coordinator determines that the ratio will not be at a 
functional balance. Permission slips should be turned in to a board member and will be kept on record. 
 
Please be considerate of other families when deciding to send your well children.  If there is a highly 
contagious illness spreading through your family, please keep your whole family home.  
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Communication Expectations: 
HCC will communicate through email. Each family is expected to maintain communication by reading and 
responding to co-op email. Those on committees that need to send co-op-wide emails can send their 
notes to harborchristiancoop@gmail.com and a board member will be happy to dispense it to the group. 
Harbor email will only be used for official co-op communications. 
 
Teachers may wish to set up a group text for their classes at the beginning of the year to communicate 
outside of co-op with parents and students. This may be helpful if parents or students have questions 
beyond the syllabus or for special class activities that do not apply to the entire co-op. 
 
HCC forms are conviently found on our website: harborchristiancoop.com. You can find not only 
membership forms and the handbook, but also the Healthy Child Drop-Off form.  

Reporting Absences: 
Please report all absences promptly to the Classroom Staffing Manager (see the current contact list at the 
end of the handbook), whether they are planned absences or short notice (sickness). They arrange for 
substitute teachers, aides, and also maintain a safe balance of students to adults.  
 
 
Non-Member Adult Guests: 
We welcome non-member adult guests, such as the non-member parent, or visiting grandparents, as well 
as invited guests for our academic programs (see below for prospective new families). In an effort to 
honor our safety commitment to all members of HCC, please see our policy below. 
 
A “non-member adult guest” is defined as someone who is 18 years or older, has not completed the 
application process, has not submitted to a background check for HCC, and does not regularly attend co-
op Wednesdays, or co-op events.  
 
 
How Non-Member Adult Guests Can Visit HCC: 

• Wednesday Programs, HCC Fieldtrips, Invited Class Guests 
 

o The HCC member should contact the Classroom Staffing Manager to let them know they 
are bringing a guest to a Wednesday class or HCC fieldtrip (see HCC Contact List at the 
back of this handbook). This will help us keep track of the flow of people at HCC. 

 
o Guests will not be responsible for any HCC youth members other than those directly 

connected to them: 
 

§ They will not be considered as fulfilling the co-op preference for two-deep staffing  
§ They may not be left alone with co-op children other than those children directly 

connected to them.  
§ These policies also apply to the playground 
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o Invited Class Guests- HCC teachers should follow the steps above and observe the 
stated guest policies for any invited guests attending their class. Teachers should not 
leave their class alone with any non-member adult guest (this includes non-member 
parents). 

 
• HCC Events- Occasionally during the year, HCC will host an event such as the annual showcase 

and promotion celebration. Members are encouraged to invite family and friends and do not need 
to notify the Classroom Staffing Manager of their attendance. (Individual families will be 
responsible for the welfare of their children.) 

 
• Prospective New Members- Tell your friends about Harbor! We would love to meet them and 

show them what we do. Prospective new families wishing to visit HCC can either attend a 
scheduled open house, or arrange for a separate visit by contacting HCC at 
harborchristiancoop@gmail.com. 

Cancelled Classes: 
In the event that co-op is cancelled for any reason we will send both a group email and text. 
 

Clean-up: 
Do nothing out of selfish ambition or vain conceit. Rather, in humility value others above 
yourselves, not looking to your own interests but each of you to the interests of the others. 
Philippians 2:3-4 
 
We want to show respect and appreciation to our host site. To do this, we need to take good care of their 
building. Each classroom will have a checklist for the end of the day. We have agreed that we will set up 
the church for the other homeschool community using the church. Once the room is clean and setup for 
the other group, the checklist should be brought to the the Building Clean-Up Manager. 
 

Accidents: 
If a child has a minor accident and needs basic first aid attention, the teacher or assistant will see to their 
care. There will be a first aid kit in the lounge area. If the accident requires more intensive care, the child's 
parent will be located. 
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Emergency Response Plan: 
In the event of an emergency involving a child, the child's parent will be located immediately. Until the 
parent is found, the teacher will stay with the child to care for them. 
 
In the event of an emergency in or around the building, a board member should be immediately notified 
and all the teachers should follow their instructions or the instructions of the church staff who are present. 
 
If an unfamiliar person is seen in the building, it should be reported to the office immediately. If this 
person is found to be unauthorized, the teachers and children should remain in their classrooms until the 
situation is resolved. 
 
The evacuation plan will be reviewed during orientation. There will be a fire drill during the first month of 
classes. 
 

Problems, Complaints or Grievances: 
We are a Christ-centered group and as such we will use the Bible as our guide in all we do. If you have 
an issue, please follow the biblical process in Matthew 18:15-17. If a situation reaches the point of 
requiring a mediator, please see a board member for guidance. 
 
If your child has an issue, please guide them in these steps if it is appropriate or seek the help of the 
teacher or board. 
 
 
HCC Board Meetings: 
HCC board will meet once a month during the school year. We welcome constructive criticism, new ideas, 
or suggestions, as well as any problems or grievances that should be addressed by the board.  Please 
email any communication to harborchristiancoop@gmail.com. 
 

Special Learners:  
While HCC will make every effort to welcome and accommodate students with special learning needs and 
other conditions, we recognize that our co-op cannot serve every family. The board may determine that 
certain issues and conditions are beyond what our co-op can manage and the family may be informed 
that HCC is not the best fit for their situation. We believe that the most encouraging environment for a 
child is at a place able to meet their needs.  
 
Co-op parents of special learners are expected to give appropriate classroom support relative to the need 
of the child. Please strive to maintain an open dialogue with your child’s teachers in person and on the 
Teacher Communication Form.  
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Nursing Moms: 
Acknowledging and embracing how God made women to care for and nurture all of their children, Harbor 
welcomes nursing moms. Keeping in mind the mixed ages, genders, and stages of life of those at co-op, 
moms who need to nurse during the co-op day are asked to do so discreetly and with respect to 
others.  Though not required, both a nursery and a mom's break room are available for those who desire 
extra privacy. While it would be ideal for a teacher/nursing mom to arrange feedings for before or after 
classes, this may not always work. Should you need to nurse while teaching, please turn the class over to 
the assistant while you tend to your baby.  
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Membership 
Who May Be a Member: 
 
HCC welcomes those who sign our statement of faith in good conscience, pass a background check, 
complete the application process (see Membership Process Checklist included with the application), and 
pay all necessary fees.  
 
All members must be active contributors to the cooperative (regularly attend co-op Wednesdays and 
outings, serve on committees, and perform any other agreed upon duties). They must also maintain 
communication with the cooperative. 
 
All students/family groups must have a responsible adult member that attends the cooperative programs 
and functions with them. The following categories define “responsible adult member” for HCC 
membership: 
 

• Parent- This person is the biological or adoptive parent of the child(ren) attending HCC. They 
must complete the membership process as stated above and outlined on the Membership 
Process Checklist. 

 
• Legal Guardian- This person has legal guardianship over the specific child(ren) attending HCC. 

They must complete the membership process as stated above and outlined on the Membership 
Process Checklist. HCC will consider this person responsible for the attending child(ren), 
including medical decisions, or behavioral issues should they arise (please see our classroom 
management policies, and parent and student expectations in the HCC handbook). We will 
establish a membership relationship with this person and maintain co-op communication with 
them. 

 
• Primary	Educator-	This	person	is	not	the	parent	or	legal	guardian	of	the	student,	but	is	the	primary	

educator	of	the	child	under	the	permission	of	the	parents	or	legal	guardians.	The	primary	educator	
must	complete	the	membership	process	as	stated	above	and	outlined	on	the	Membership	Process	
Checklist.	HCC	will	consider	the	attending	primary	educator	as	the	adult	member	and	responsible	
party	for	the	attending	student(s),	including	medical	decisions,	or	behavioral	issues	should	they	arise	
(please	see	our	classroom	management	policies,	and	parent	and	student	expectations	in	the	HCC	
handbook).	We	will	establish	a	membership	relationship	with	this	person	and	maintain	co-op	
communication	with	them.	
 

o Parents and/or legal guardians of this student must complete the following: 
 

§ Obtain a copy of the HCC handbook, be familiar with our policies and support 
them (for a copy, please see our website: harborchristiancoop.com) 

 
§ Submit applicable HCC forms, indicating permission for their child to attend with 

the primary educator, basic contact information, and agreement to follow HCC 
handbook policies 

  

	
	
	



 
 
Harbor Christian Cooperative Handbook                                 Page 14 of 17 

 
 Revision: 3.5                Date: 8/31/2019 

Application Process: 
Families may either request membership information through email, or gather forms at an event such as 
an open house/information venue. Once the family has received an Application Packet, they should 
return the completed forms by the deadline to the stated address, and pay the non-refundable $50 
application fee. HCC will then run a Background Check as described below. Upon having a satisfactory 
result of the check, an HCC board member will contact the family to schedule a Pre-Enrollment 
Membership Conference as described below. Assuming a positive outcome, the board will invite you to 
become a member through an email response that will also include the Membership Packet. Families 
should print out these forms and bring them completed to the Parent Orientation, including copies of both 
sides of their medical insurance cards. A Membership Checklist has been included at the end of this 
handbook. 
 

Background Check: 
Every adult who is regularly attending HCC or who is regularly working with the children of HCC will 
submit to a background check.  Once your membership application is processed, you will receive an 
email with directions of how to proceed with a background check.  No one at HCC will receive any 
detailed information.  The leadership will only be notified if a safety issue is identified. Background checks 
will remain vaild for 3 years, after which they will be rerun. 
 

Pre-Enrollment Membership Conference 
Every family will have a pre-enrollment membership conference with a member of the board.  The 
purpose of this conversation is to give both parties the chance to make sure HCC is a good fit. Interested 
families will be given the opportunity to ask questions as well as hear first-hand from the leadership about 
family expectations. 
 

Payment: 
HCC accepts payments through PayPal. Once you receive an email notice of membership, you will also 
be reminded of fee payment deadlines and given specific payment instructions. All fees are non-
refundable. We are also unable to pro-rate the costs of our program. Families may attend co-op functions 
once all fees are paid. 
 
 
 
 
 
 
 
The leadership of HCC reserves the right to make revisions to the handbook at any time. 
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Membership Checklist 
 
Application Packet: 

❏ Completed Membership Application 
❏ Signed Parental Agreement 
❏ Signed Individual Release and Hold Harmless Agreement 
❏ Signed and Completed Background Check Forms 
❏ $50 Nonrefundable Application Fee Paid 
❏ Copy of Completed Fee Worksheet (please include with packet) 

 
Background Check 
Pre-Enrollment Membership Conference 
 
Membership Packet: 

❏ Completed Family Medical Form 
❏ Front and Back Copy of Current Medical Insurance Card(s) 
❏ Teacher Communication Form (optional) 

 
Fee Payment- All fees paid by deadlines 
wAll fees are non-refundable; payment accepted through PayPal 
wWe are not able to pro-rate our fees 
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HCC Contact List 
2019-2020 

 
Classroom Staffing Manager      Lisa Kennedy 

• Planned Absenteeism, Short Notice, or Healthy Child Drop-Off:  
text at (410) 497-2772 

 
Curriculum Director        Becky Case 

• Email at harborchristiancoop@gmail.com 
• Text at (240) 925- 3669 

 
Building Clean-Up Manager      Becky Case 

• Email at harborchristiancoop@gmail.com 
• Text at (240) 925- 3669 

 
 
 
Harbor Co-op Committees: 
Each committee will have HCC board/leadership oversight. Please make it a point to be in regular contact 
with the appropriate board member for committee activities and plans. 
 
Committee       Board/Leadership Oversight 
 
High School Special Event Coordinator          Shannon Christ 

• Email at hazystarriding@aol.com 
§ Text at (443) 510-9993 

 
Mom’s Ministry Coordinator      Andra Hawks 

• Email at harborchristiancoop@gmail.com 
§ Text at (443) 883-6417 

 
Harbor Service Coordinator      Andra Hawks 

• Email at harborchristiancoop@gmail.com 
§ Text at (443) 883-6417 

 
Field Day Coordinator       Kristen Ferver 

• Email at harborchristiancoop@gmail.com 
§ Text at (443) 624- 4228 
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Committee         Board Oversight 
 
Holiday Celebrations Coordinator      Becky Case 

• Email at harborchristiancoop@gmail.com 
§ Text at (443) 624- 4228 

 
Social Coordinator (Mom’s Night Out)     Kristen Ferver 

• Email at harborchristiancoop@gmail.com 
§ Text at (240) 925- 3669 

 
Field Trip Coordinator       Becky Case 

• Email at harborchristiancoop@gmail.com 
§ Text at (240) 925- 3669 

 
Classroom Set-Up Coordinator      Lisa Kennedy 

• Email at harborchristiancoop@gmail.com 
§ Text at (410) 497-2772 

 


